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I. Mandate: 

Poro Point Management Corporation (PPMC) is mandated to develop and 

manage the Poro Point Freeport Zone (PPFZ) into a self-sustaining and 

environmentally sound industrial, commercial, financial, tourism, 

transshipment, and investment center with the end view of generating 

employment opportunities, attracting and promoting productive 

investments, accelerating the sound and balanced conversion into 

alternative productive uses of the former Wallace Air Station, the San 

Fernando International Seaport and San Fernando Airport, consistent with 

the socioeconomic development of Northern Luzon in particular and of the 

country in general. 

 

II. Vision: 

By 2030, Poro Point Freeport Zone also known as the Poro Point Headlands 

shall be one of the best marine sanctuaries in the country and a globally 

competitive, viable and sustainable smart city. 

 

III. Mission: 

 
¶ To develop and manage the Poro Point Freeport Zone 

¶ To promote the economic and social development of Northern Luzon in 

particular, and the country in general 

¶ To ensure conservation and protection of our environment and natural 

resources 

 

IV. Service Pledge: 

ñWe, the officers and employees of the Poro Point Management 

Corporation, collectively pledge to deliver quality public services with the 

highest level of professionalism in an atmosphere of truth and compassion 

towards our internal and external customers.ò 
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V. LIST OF SERVICES 

 

 Page Number 

Office of the President and CEO 10 

External Services 10 

1. Receipt and endorsement of incoming communications 
through the Document Tracking System (DTS) 

11 

2. Request for Information  12 

3. Scheduling of Meetings for the PPMC President and CEO 13 

Internal Services 14 

1. Signing of Documents by PPMC President and CEO 15 

A. Corporate Planning  16 

External Services 16 

1. Preparation and Submission of GCG Requirements pursuant 
to GCG Memorandum Circular No. 2017-02 dated June 30, 
2017 

17 

2. Preparation and Submission of Business Plan 18 

3. Preparation and Submission of Quarterly Monitoring Reports 
to GCG 

19 

4. Preparation and Submission of Performance-Based Bonus 
(PBB) Requirements 

20 

5. Preparation of Annual/Accomplishment Report 21 

Internal Services 23 

1. Preparation and Submission of Monthly Status Report 24 

2. Preparation of Requirements for the conduct of Corporate 
Planning Workshop 

25 

B. Community Development  27 

External Services 27 

1. Approval of Community Projects 28 

C. Public Relations (PR) 30 

Internal Services 30 

1. Preparation and Approval of Press Release/News Article 31 

 

Board of Directors 33 

A. Board Secretariat 33 

External Services  
1. Granting of Request for Information and Documents of PPMC 

Board Meetings 
34 

2. Submission of Directors Attendance System (DAS) to 
Governance Commission for GOCCs 

35 

3. Submission of Appointive Directors Data Form (ADDF) to 
Governance Commission for GOCCs 

36 
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4. Submission of Directors Performance Review (DPR) Forms 
for the Internet-Based Performance Evaluation for the 
Directors (IPED) of Governance Commission for GOCCs 

37 

Internal Services 39 

1. Preparation of Agenda for Board Meetings 40 

2. Preparation and Sending of Board Materials 41 

3. Approval and Issuance of Notice of Board Meetings to the 
Board Meeting Attendees 

42 

4. Cascading of Matters Arising from the Board Meetings 42 

5. Processing of Logistic Requirements for the Board Meetings 43 

 

Office for Business Development 46 

External Services 46 
1. Approval of Business Proposals/Projects, Application for 

Lease of Areas and Application for PPFZ Registration 
47 

2. Granting of Request for Events at the Poro Point Baywalk 
Events Center and other areas inside the Poro Point Freeport 
Zone 

52 

3. Provision of Marketing and Promotion Services to 
Prospective Locators, PPFZ Guests and Visitors 

56 

4. Granting of Requests for Partnerships, Sponsorships and 
Advertisement 

58 

5. Granting of Requests for Data/Information and Reports 60 

6. Provision of Aftercare Services to Locators 62 

Internal Services 64 

1. Preparation of Cost-Benefit Analysis/Pre-Feasibility Study 
and Assessment Report for Programs and Projects 

65 

2. Preparation of 5-Year Revenue Projection, Marketing Plan 
and Targets 

68 

 
 

Office for Regulatory Services 72 

A. Enterprise Regulations 72 

External Services  

1. Granting of New Certificate of Registration 73 

2. Renewal of Existing Certificate of Registration 76 

3. Granting of New and Renewal of Existing Certificate of 
Accreditation or Permit to Operate 

79 

4. Issuance of Permit to Bring-In Local Articles 82 

5. Issuance of Permit to Bring-In Imported Articles 85 

6. Issuance of Permit to Bring-Out Local Articles 89 

7. Issuance of Permit to Bring-Out Imported Articles 94 

8. Issuance of Import Permit 98 
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9. Issuance of Export Clearance 105 

10. Issuance of Gate Pass 109 

11. Issuance of Certified True Copy of permit(s) issued at the 
Customs Clearance Area 

113 

B. Environmental Management & Health Services 116 

External Services 116 

1. Endorsement letter for application of Environmental 
Compliance Certificate (ECC) or Certificate of Non-coverage 
(CNC) to DENR-EMB Region I 

117 

2. Endorsement letter for application of Tree Cutting Permit to 
DENR ï Region I 

118 

3. Submission of Annual Medical Report to Department of Labor 
and Employment Region I 

120 

4. Assist DOLE Region I in ensuring the compliance of Locators 
with Occupational Safety and Health Standards 

122 

5. Coordination with hospitals and medical specialist to address 
stakeholdersô / employees needs 

124 

6. Emergency Response to incidents within the Poro Point 
Freeport Zone 

126 

C. Zone Security and Public Safety 128 

External Services 128 

1. Provision of Emergency Response 129 

2. Conduct of Incident Investigation 130 

3. Submission of Vessel Status Report to the PNP and Other 
Government Agencies 

131 

Internal Services 133 

1. Conduct of Background Investigation 134 

2. Conduct of Performance Evaluation of Security Provider 135 

 
 

Office for Airport Management 138 

External Services 138 
1. Approval of Request for Extension of Operating Hours 139 

2. Approval of Request to Enter Vehicle at Airside 141 

3. Issuance of Notice to Airmen (NOTAM) 142 

4. Provision of Crash Fire and Rescue at the Aerodrome 144 

  
  

Office for Human Resources and Administration 147 

External Services 147 
1. Registration in the Labor Center 148 

Internal Services 150 

A. Human Resources Management and Development 150 
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1. Recruitment, Selection and Placement of Personnel 151 

2. Approval of Personnel Movement 158 

3. Preparation of Monthly Report on Attendance 160 

4. Approval of Request for Change of Work Schedule 162 

5. Approval of Overtime/Compensatory Time Request 163 

6. Approval of Application for Leave of Absence 164 

7. Approval of Application for Travel Authorization for 
employees on Official Business outside La Union 

165 

8. Participation in Public-Run Trainings for PPMC Employees 166 

9. Conduct of In-House Trainings for PPMC Employees 168 

10. Conduct of Disciplinary Action 170 

11. Conduct of Performance Appraisal 173 

12. Approval of Promotion 174 

13. Approval of Application for Resignation 176 

14. Approval of Application for Retirement 177 

B. Property and General Services 179 

1. Issuance of Supplies, Materials, Properties and Equipment 180 

2. Repair and Maintenance of Vehicles 181 

3. Approval of Request for Use of Vehicles 182 

4. Receipt of Supplies, Materials, Properties and Equipment 184 

5. Approval of Request for Gas and Oil 185 

6. Preparation and Submission of Annual Inventory Report 186 

7. Disposal of Waste Materials and Unserviceable Properties 
(with value) 

188 

8. Renewal of Insurance for Buildings/Facilities and Contents 190 

9. Request for Insurance of Vehicles 192 

10. Request for Registration of Vehicles 194 

C. Procurement 196 

1. Procurement of Goods and Services with an Approved 
Budget for the Contract Above 1 Million through Public 
Bidding 

197 

2. Procurement of Infrastructure Projects with an Approved 
Budget for the Contract Above 1 Million through Public 
Bidding 

204 

3. Procurement of Consulting Services with an Approved 
Budget for the Contract Above 1 Million through Public 
Bidding 

212 

4. Procurement of Goods and Consulting Services Through 
Limited Source Bidding 

222 

5. Procurement of Goods through Direct Contracting 236 

6. Procurement of Goods through Repeat Order 238 

7. Procurement of Goods through Shopping Above 
PhP50,000.00 

241 



 
 

7 
 

8. Procurement of Goods through Shopping Below 
PhP50,000.00 

243 

9. Procurement of Goods through Unforeseen Contingency 245 

10. Procurement through Negotiated Procurement Highly 
Technical Consultants 

248 

11. Procurement through Negotiated Procurement Adjacent or 
Contiguous 

250 

12. Procurement through Negotiated Procurement after Two 
Failed Biddings 

251 

13. Procurement through Negotiated Procurement Agency to 
Agency 

268 

14. Procurement through Negotiated Procurement Emergency 
Cases 

270 

15. Procurement through Negotiated Procurement Lease of Real 
Property or Venue 

273 

16. Procurement through Negotiated Procurement Scientific, 
Scholarly or Artistic Work, Exclusive Technology and Media 
Services 

275 

17. Procurement through Negotiated Procurement Small Value 
Procurement Above PhP50,000.00 

278 

18. Procurement through Negotiated Procurement Small Value 
Procurement Below PhP50,000.00 

281 

19. Procurement through Negotiated Procurement Take Over 
Contracts 

284 

D. IT Services 287 

1. Repair and Maintenance of Defective IT Equipment 288 

2. Request for Website Posting 289 
 
 

Office of the Legal Counsel 290 

External Services 290 

1. Handling of Whistleblowing Reports 291 

2. Handling Data Privacy Breach and Complaints 292 

3. Granting Request for Access or Correction of Personal 
Information 

293 
 

4. Submission of General Information Sheet (GIS) to Securities 
and Exchange Commission 

294 

5. Submission of Government Corporate Information Sheet 
(GCIS) to GCG 

295 

6. Submission of Freedom of Information Reports to the 
Presidential Communications Operations Office (PCOO) 

296 

7. Submission of Appointive Directorôs Data Form to GCG 297 

Internal Services 298 

1. Provision of Legal Documents 299 
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2. Rendering of Legal Opinion 300 

3. Provision of Secretaryôs Certificate 301 

4. Implementation of Contracts/Agreements 302 

5. Filing/Preparation of Pleadings in Court 303 

6. Preparation of Materials for Board Meeting 304 

 

Office for Finance 306 

External Services 306 

1. Payment of Goods/Services rendered to Government 
Suppliers 

307 

2. Remittance of Dividends to the Department of Finance (DOF) 308 

3. Submission of Proposed Corporate Operating Budget to 
BCDA 

310 

4. Submission of Financial Reports to COA 314 

5. Submission of Financial Reports to BCDA 315 

6. Submission of Financial Reports and Other Related Reports 
to GCG 

316 

7. Submission of Supplemental Budget to BCDA 317 

8. Payment of Goods/Services rendered to suppliers 318 

9. Payment of Salaries to Laborers 319 

10. Payment of Services Rendered by Individual 321 

Internal Services 323 

1. Granting of Cash Advance for Travel 324 

2. Granting of Petty Cash Advance 325 

3. Payment of Salaries to Employees 326 

 

Office for Infrastructure Management  329 

External Services 329 
1. Issuance of Building Permit 330 

2. Issuance of Occupancy Permit 392 

3. Processing of Land Claims 403 

Internal Services 407 

1. Preparation of Detailed Engineering Design, Program of Work 
and Specifications for Capital Expenditure Projects 

408 

2. Preparation of Detailed Engineering Design, Program of Work 
and Specifications for Programmed Repair and Maintenance  

409 

3. Preparation of Detailed Engineering Design, Program of Work 
and Specifications for Emergency Repair and Maintenance 

411 

4. Implementation of Projects for Capital Expenditure Projects 413 

5. Implementation of Projects for Programmed Repair and 
Maintenance 

414 
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6. Implementation of Projects for Emergency Repair and 
Maintenance 

416 

 

Seaport Office (concurrent under Office for Airport Management 
and Office for Business Development) 

418 

External Services 418 
1. Application for Berthing/Anchorage Permit (Vessel Entrance) 419 

2. Entry of Cargoes (Payment of Wharfage Dues) 422 

3. Application for Undocking Permit (Vessel Departure) 425 

 

Office for Internal Audit 430 

Internal Services 430 
1. Audit Engagement Plan Preparation 431 

2. Audit Execution 432 

3. Audit Reporting 432 

4. Follow-up Audit 433 

5. Post Audit of Financial Records 434 

6. Audit of Execution & Implementation of Board Resolution 435 
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Office of the President and CEO 

External Services 
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1. Receipt and endorsement of incoming communications through 

the Document Tracking System (DTS) 

Receiving incoming communications from various agencies addressed to the 

PPMC President and CEO 

 

Office or Division: Office of the President and CEO 

Classification: Simple 

Type of 
Transaction: 

G2G ï Government to Government 
G2B ï Government to Businesses 

Who may avail: All Government Agencies, LGUs, GOCCs and other Government 
Instrumentalities; PPFZ Locators and various business enterprises and 
organizations 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letters/Memos/Correspondences/Documents ï 
one (1) original copy 

Client availing the service 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Client submits 
letters/memos/corr
espondences/docu
ments for 
information, action 
and/or approval of 
PPMC President 
and CEO 

1. Receive the 
letter/correspondences from 
the client  

None 3 Minutes Executive Secretary 
Office of the 
President and CEO 

 1.1 Review the authenticity and 
accuracy of the letter 

None 3 Minutes Executive Secretary 
Office of the 
President and CEO 

 1.2 Log the letter/incoming 
communication to the DTS 
for PPMC President and 
CEO action 

None 3 Minutes Executive Secretary 
Office of the 
President and CEO 

 1.3 Endorsement to the 
President and CEO for 
approval and instruction 

None 3 Minutes President and CEO 
Office of the 
President and CEO 

 1.4 Receive from the PPMC 
President and CEO the 
letter/correspondences to 
log to the DTS for 
endorsement to the 
responsible/authorized 
PPMC department/PPMC 
employee as per instruction 

None 3 Minutes Executive Secretary 
Office of the 
President and CEO 
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of PPMC President and 
CEO 

 TOTAL: None 15 Minutes  

 

 

2. Request for Information 

Submission of Letter of Request for Information from various agencies to the PPMC 

President and CEO 

 

Office or Division: Office of the President and CEO 

Classification: Simple 

Type of 
Transaction: 

G2G ï Government to Government 
G2B ï Government to Businesses 

Who may avail: All Government Agencies, LGUs, GOCCs and other Government 
Instrumentalities; PPFZ Locators and various business enterprises and 
organizations 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Request ï one (1) original copy Client availing the service 

  

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Client submits 
letter of request 
for information 
and approval of 
PPMC President 
and CEO 

1. Receive the letter of request 
from the client  

None 3 Minutes Executive Secretary 
Office of the President 
and CEO 

 1.1 Review the authenticity and 
accuracy of the letter 

None 3 Minutes Executive Secretary 
Office of the President 
and CEO 

 1.2 Endorsement to the 
President and CEO for 
approval and instruction 

None 3 Minutes President and CEO 
Office of the President 
and CEO 

 1.3 Endorsement to the 
responsible/authorized 
PPMC department/PPMC 
employee as per instruction 
of PPMC President and 
CEO for action 

None 3 Minutes Responsible/ 
Authorized PPMC 
Office/Employee 

2. Receive 
requested 
information 

2.  Issue documentary 
information/s  

None 3 Minutes Responsible/ 
Authorized PPMC 
Office/Employee 

 TOTAL: None 15 Minutes  
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3. Scheduling of Meetings for the PPMC President and CEO 

Receiving clients request for a meeting for the PPMC President and CEO 

 

Office or Division: Office of the President and CEO 
Classification: Simple 
Type of 
Transaction: 

G2G ï Government to Government 

Who may avail: All Government Agencies, LGUs, GOCCs and other Government 
Instrumentalities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Written Request ï one (1) original copy or 
printed copy (sent from email) 

Client availing the service 

2. Verbal Request Client availing the service 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submission of 
clientôs 
written/verbal 
request for 
information and 
approval of PPMC 
President and 
CEO 

1. Receive the 
written/verbal request 
from the client  

None 5 Minutes Executive Secretary 
Office of the President 
and CEO 

 1.1 Log the written/verbal 
request for a meeting 
to the records book 
for PPMC President 
and CEO action 

None 2 Minutes Executive Secretary 
Office of the President 
and CEO 

 1.2 Endorsement to the 
President and CEO 
for approval and 
instruction 

None 3 Minutes President and CEO 
Office of the President 
and CEO 

 1.3 Call the client 
informing the 
approval/disapproval 
or rescheduling (due 
to conflicting 
schedules and other 
unavoidable 
circumstances) of the 
request for meeting  

None 5 Minutes Executive Secretary 
Office of the President 
and CEO 

 TOTAL: None 15 Minutes  
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Office of the President and CEO 

Internal Services 
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1. Signing of Documents by PPMC President and CEO  

Submission of documents by any PPMC employees to be signed by PPMC 

President and CEO 
 

Office or Division: Office of the President and CEO 
Classification: Simple 
Type of Transaction: G2G ï Government to Government 
Who may avail: All Government Agencies and PPMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Memorandum/Letters/Documents to be 
signed ï three (3) original copies 

PPMC employee/s availing the service 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submission by 
the client of the 
documents to be 
signed by PPMC 
President and 
CEO 

1. Receive 
documents from 
the client 

None 3 Minutes Executive Secretary 
Office of the President 
and CEO 

 1.1  Review the 
authenticity and 
accuracy of the 
documents 
submitted 

None 5 Minutes Executive Secretary 
Office of the President 
and CEO 

 1.2  Endorsement to 
the President 
and CEO for 
approval and 
signing 

None 3 Minutes President and CEO 
Office of the President 
and CEO 

2. Receive duly 
signed 
document/s 

2. Issue duly signed 
documents 

None 4 Minutes Executive Secretary 
Office of the President 

 TOTAL: None 15 Minutes  
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Office of the President and CEO 

 Corporate Planning 

External Services 
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1. Preparation and Submission of GCG Requirements pursuant to 

GCG Memorandum Circular No. 2017-02 dated June 30, 2017  

Preparation and Submission of GCG Requirements pursuant to GCG 

Memorandum Circular No. 2017-02 dated June 30, 2017 

 

Office or Division: Corporate Planning Office 

Classification: Highly Technical 

Type of 
Transaction: 

G2G ï Government to Government 

Who may avail: Governance Commission for GOCCs (GCG) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of 
Request/Memo/Notice/Circular from 
GCG ï one (1) original copy or 
printed copy (from email/website)  

Governance Commission for GOCCs (GCG) 

2. Report on output of Corporate 
Planning Workshop as basis for the 
preparation of required documents 
ï one (1) original copy  

PPMC Corporate Planning Office 

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. GCG sends letter 
of request/memo/ 
notice/circular 

1. Receive 
requests from 
GCG 

None 1 working day Corporate Planning 
Officer 
Office of the President -
Corporate Planning 

 1.1 Coordinate 
with 
concerned 
offices 

None 7 working days Corporate Planning 
Officer 
Office of the President - 
Corporate Planning 

 1.2 Submit 
required data 
to Corporate 
Planning 
Office 

None 3 working days PPMC Concerned 
Offices 

 1.3 Consolidate 
data, prepare 
requirement 
and submit to 
the President 
and CEO 

None 7 working days Corporate Planning 
Officer 
Office of the President - 
Corporate Planning 

 1.4 Approve the 
request 

None 1 working day President and CEO 
Office of the President 
and CEO 
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 1.5 Release the 
report to GCG 

None 1 working day Corporate Planning 
Officer 
Office of the President - 
Corporate Planning 

TOTAL None 20 Working 
Days 

 

 

2. Preparation and Submission of Business Plan 

Preparation and Submission of Business Plan 

 

Office or Division: Corporate Planning Office 

Classification: Highly Technical 

Type of 
Transaction: 

G2G ï Government to Government  

Who may avail: Bases Conversion and Development Authority (BCDA) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
Report on output of Corporate Planning 
Workshop as basis for the preparation of 
required documents 

Corporate Planning Office 

1. Letter of Request/Memo/Notice/Policy 
from BCDA ï one (1) original copy or 
printed copy (sent from email) 

Bases Conversion and Development Authority 
(BCDA) 

2. Report on output of Corporate Planning 
Workshop as basis for the preparation 
of required documents ï one (1) original 
copy  

PPMC Corporate Planning Office 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. BCDA sends 
letter of 
request/memo/not
ice/policy 

1. Receive requests 
from BCDA 

None 1 working day Corporate Planning 
Officer 
Office of the President-
Corporate Planning 

 1.1 Coordinate with 
concerned offices 

None 7 working days Corporate Planning 
Officer 
Office of the President-
Corporate Planning 

 1.2 Submit required 
data to Corporate 
Planning Office 

None 3 working days PPMC Concerned 
Offices 
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 1.3 Consolidate data, 
prepare 
requirement and 
submit to the 
President and 
CEO 

None 7 working days Corporate Planning 
Officer 
Office of the President -
Corporate Planning 

 1.4 Approve the 
request 

None 1 working day President and CEO 
Office of the President 
and CEO 

 1.5 Release the report 
to BCDA 

None 1 working day Corporate Planning 
Officer 
Office of the President -
Corporate Planning 

TOTAL None 20 Working 
Days 

 

 

3. Preparation and Submission of Quarterly Monitoring Reports to 

GCG 

Preparation and Submission of Quarterly Monitoring Reports to Governance 

Commission for GOCCs (GCG) 

 

Office or 
Division: 

Corporate Planning Office 

Classification: Highly Technical 

Type of 
Transaction: 

G2G ï Government to Government  

Who may avail: Governance Commission for GOCCs (GCG) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of 
Request/Memo/Notice/Circular from 
GCG ï one (1) original copy or 
printed copy (from email/website)  

Governance Commission for GOCCs (GCG) 

2. Quarterly Reports with supporting 
documents from all offices ï one (1) 
original copy 

PPMC Corporate Planning Office 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. GCG sends 
letter of 
request/memo/n
otice/circular 

1. Receive requests 
from GCG 

None 1 working day Corporate Planning 
Officer 
Office of the President - 
Corporate Planning 
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 1.1 Coordinate with 
concerned 
offices 

None 7 working days Corporate Planning 
Officer 
Office of the President -
Corporate Planning 

 1.2 Submit required 
data to 
Corporate 
Planning Office 

None 3 working days PPMC Concerned 
Offices 

 1.3 Consolidate 
data, prepare 
requirement 
and submit to 
the President 
and CEO 

None 7 working days Corporate Planning 
Officer 
Office of the President -
Corporate Planning 

 1.4 Approve the 
request 

None 1 working day President and CEO 
Office of the President 
and CEO 

 1.5 Release the 
report to GCG 

None 1 working day Corporate Planning 
Officer 
Office of the President -
Corporate Planning 

TOTAL None 20 Working 
Days 

 

 

4. Preparation and Submission of Performance-Based Bonus (PBB) 

Requirements 

Preparation and Submission of PBB Requirements to Governance Commission 

for GOCCs (GCG) 

 

Office or 
Division: 

Corporate Planning Office 

Classification: Highly Technical 

Type of 
Transaction: 

G2G ï Government to Government  

Who may avail: Governance Commission for GOCCs (GCG) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of 
Request/Memo/Notice/Circular from 
GCG ï one (1) original copy or printed 
copy (from email/website)  

Governance Commission for GOCCs (GCG) 

2. Proofs of Compliance will all conditions 
ï three (3) original copies 

Concerned PPMC Heads of Offices 

3. Performance Evaluation Results ï 
three (3) original copies 

PPMC Corporate Planning Office 
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4. PBB Forms ï three (3) original copies PPMC Corporate Planning Office 

5. Validation Results from GCG ï one (1) 
original copy 

Governance Commission for GOCCs (GCG) 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. GCG sends 
letter of 
request/memo/ 
notice/circular 

1. Receive requests 
from GCG 

None 1 working days 
 

Corporate Planning 
Officer 
Office of the 
President -Corporate 
Planning 

 1.1 Coordinate with 
concerned offices 

None 7 working days Corporate Planning 
Officer 
Office of the 
President -Corporate 
Planning 

 1.2  Submit  
required data to 
Corporate Planning 
Office 

None 3 working days PPMC Concerned 
Offices 

 1.3 Consolidate data, 
prepare 
requirement and 
submit to the 
President and 
CEO 

None 7 working days Corporate Planning 
Officer 
Office of the 
President -Corporate 
Planning 

 1.4 Approve the 
request 

None 1 working day President and CEO 
Office of the 
President and CEO 

 1.5 Release the report 
to GCG 

None 1 working day Corporate Planning 
Officer 
Office of the 
President -Corporate 
Planning 

TOTAL None 20 Working 
Days 

 

 

5. Preparation of Annual/Accomplishment Report 

Preparation of Annual/ Accomplishment Report 

 

Office or Division: Corporate Planning Office 

Classification: Highly Technical 

Type of 
Transaction: 

G2G ï Government to Government  
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Who may avail: Bases Conversion and Development Authority (BCDA), Governance 
Commission for GOCCs (GCG) and other Requesting Government 
Agencies  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of 
Request/Memo/Correspondence ï 
one (1) original copy or printed 
copy (from email/website) 

Bases Conversion and Development Authority 
(BCDA), Governance Commission for GOCCs 
(GCG) and other Requesting Government 
Agencies 

2. Reports from various offices ï one 
(1) original copy 

Concerned PPMC Offices 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. BCDA, GCG and 
other Requesting 
Government 
Agencies sends 
letter of 
request/memo/ 
correspondence 

1. Receive requests 
from BCDA, GCG 
and other 
Requesting 
Government 
Agencies 

None 1 working day Corporate Planning 
Officer 
Office of the 
President -
Corporate Planning 

 1.1 Coordinate with 
concerned offices 

None 7 working 
days 

Corporate Planning 
Officer 
Office of the 
President -
Corporate Planning 

 1.2 Submit required 
data to Corporate 
Planning Office 

None 3 working 
days 

PPMC Concerned 
Offices 

 1.3 Consolidate data, 
prepare 
requirement and 
submit to the 
President and 
CEO 

None 7 working 
days 

Corporate Planning 
Officer 
Office of the 
President -
Corporate Planning 

 1.4 Approve the 
request 

None 1 working day President and CEO 
Office of the 
President and CEO 

 1.5 Release the 
report to BCDA, 
GCG and 
requesting 
agency 

None 1 working day Corporate Planning 
Officer 
Office of the 
President -
Corporate Planning 

TOTAL None 20 Working 
Days 
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Office of the President and CEO 

 Corporate Planning 

Internal Services   
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1. Preparation and Submission of Monthly Status Report 

Preparation and Submission of Monthly Status Report 

 

Office or Division: Corporate Planning Office 

Classification: Simple 

Type of Transaction: G2G ï Government to Government  

Who may avail: Office of the President & CEO and PPMC Board  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Status Reports from all offices ï one 
(1) original copy (printed or sent via 
email) 

PPMC Concerned Offices 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Sends 
request/notice/memo
/instruction for the 
preparation and 
submission of 
Monthly Status 
Report 

1. Receive 
requests/notice/
memo/instruction 

None 2 hours 
 

Corporate Planning 
Officer 
Office of the 
President - 
Corporate Planning 

 1.1 Coordinate with 
concerned 
offices 

None 4 hours Corporate Planning 
Officer 
Office of the 
President - 
Corporate Planning 

 1.2 Submit required 
data to 
Corporate 
Planning Office 

None 1 working day PPMC Concerned 
Offices 

 1.3  Consolidate 
data, prepare 
requirement 
and submit to 
the President 
and CEO 

None 1 working day Corporate Planning 
Officer 
Office of the 
President - 
Corporate Planning 

 1.4 Approve the 
request 

None 1 hour President and CEO 
Office of the 
President and CEO 

 1.5 Release the 
report to the 
requesting party 

None 1 hour Corporate Planning 
Officer 
Office of the 
President - 
Corporate Planning 

 TOTAL None 3 Working 
Days 
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2. Preparation of Requirements for the conduct of Corporate 

Planning Workshop 

Preparation of Requirements for the conduct of Corporate Planning Workshop 

 

Office or Division: Corporate Planning Office 

Classification: Complex 

Type of Transaction: G2G ï Government to Government  

Who may avail: Office of the President & CEO and PPMC Board 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. BCDA Direction for its subsidiaries ï 
one (1) photocopy  

Office of the President and CEO 

2. BCDA Budget Policy for its 
subsidiaries ï one (1) photocopy 

Office for Finance  

3. Comprehensive Integrated Master 
Development Plan ï one (1) photocopy 

Office for Infrastructure Management ï Land 
and Assets 

4. Status of Development ï one (1) 
original copy 

PPMC Concerned Offices and Corporate 
Planning Officer 

5. Status of Operations ï one (1) original 
copy 

PPMC Concerned Offices and Corporate 
Planning Officer 

6. GCG MC No. 2017-02 ï one (1) 
photocopy 

Corporate Planning Officer 

7. Existing Business Plan ï one (1) 
original copy 

Corporate Planning Officer 

8. Mid-year Assessment Results ï one 
(1) original copy 

PPMC Concerned Offices and Corporate 
Planning Officer 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Sends 
request/notice/memo
/instruction for the 
preparation of 
resource 
requirements for the 
conduct of Corporate 
Planning Workshop 

1. Receive 
requests/notice/ 
memo/instruction 

None 1 working day Corporate 
Planning Officer 
Office of the 
President - 
Corporate 
Planning 

 1.1 Coordinate with 
concerned offices 

None 1 working day Corporate 
Planning Officer 
Office of the 
President - 
Corporate 
Planning 
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 1.2 Submit required 
data to Corporate 
Planning Office 

None 1 working day PPMC 
Concerned 
Offices 

 1.3 Consolidate data, 
prepare 
requirement and 
submit to the 
President and 
CEO 

None 2 working days Corporate 
Planning Officer 
Office of the 
President - 
Corporate 
Planning 

 1.4 Approve the 
request 

None 1 working day President and 
CEO 
Office of the 
President and 
CEO 

 1.5 Release the report 
for use during the 
Corporate 
Planning 
Workshop 

None 1 working day Corporate 
Planning Officer 
Office of the 
President - 
Corporate 
Planning 

 TOTAL None 7 Working 
Days 
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Office of the President and CEO 

Community Development 

  External Services 
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1. Approval of Community Projects 
 

Pursuant to PPMCôs corporate social responsibility (CSR), PPMC institutionalized 
PPMC HELPS as its CSR Program which aims to improve the quality of life of the 
various impact communities of the Poro Point Freeport Zone. HELPS is an 
acronym pertaining to the various components of the CSR Program: H for Health, 
E for Education and Environment, LP for Livelihood Program and S for 
Strengthening Linkages and Sports. 
 
This service covers the approval of requests and proposals for projects of the 
various impact communities of the Poro Point Freeport Zone pertaining to any of 
the components of the PPMCôs CSR Program. 
 

Office or Division: Office for Community Development under Office of the President & 
CEO  

Classification: Complex 

Type of Transaction: G2G ï Government to Government and G2B ï Government to 
Businesses 

Who may avail: Poro Point Freeport Zone Impact Communities 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Request/Proposal ï one (1) 
original copy 

Client availing of services 

2. Project Briefer and/or Project Concept 
Paper and/or Detailed Proposal ï one 
(1) original copy 

Client availing of services 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit letter of 
request/Project 
Proposal and 
Documentary 
Requirements 

1. Receive Letter of 
request/Project 
Proposal and 
Documentary 
Requirements 

None 10 minutes Executive 
Secretary 
Office of the 
President  

 1.1 Review and 
endorse request 
to Community 
Development 
Officer 

None 2 hours President & 
CEO 
Office of the 
President and 
CEO  

 1.2 Review and 
Evaluate 
request/proposal  

 
Prepare report/ 
Budget 
Requirements 

None 4 hours Community 
Development 
Officer 
Office of the 
President  
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Prepare memo/ 
recommendation 
to the President 
and CEO  

 1.3 Review and 
approve or 
disapprove the 
request/proposal 

 

None 1 day President & 
CEO 
Office of the 
President and 
CEO 

 1.4 Notify/coordinate 
with the client 
regarding the 
approval or 
disapproval of the 
request 

None 10 minutes Community 
Development 
Officer 
Office of the 
President  

 1.5 If approved, 
endorse to 
Finance Office for 
check processing 

None 10 minutes Community 
Development 
Officer 
Office of the 
President  

 1.6 Process check 
payment  

None 1 hour Finance Analyst 
Office for 
Finance 
 
Finance 
Manager 
Office for 
Finance 

 1.7 Notify and 
coordinate with 
the client on the 
availability of the 
check 

None 1 hour Finance Analyst 
Office for 
Finance 
 
Finance 
Manager 
Office for 
Finance 
 
Community 
Development 
Officer 
Office of the 
President  

TOTAL None 2 Working 
Days and 30 

Minutes 
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Office of the President and CEO 

Public Relations (PR) 

Internal Services 
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1. Preparation and Approval of Press Release/News Article 

Pertains to the preparation and approval of Press Release/News Article 

Office or Division: Office of the President ï Public Relations (PR) 

Classification: Simple 

Type of Transaction: G2G ï Government to Government  

Who may avail: PPMC Offices 

  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Request for Press Release/News 
Article ï one (1) original copy or printed 
copy (sent by email) 

Requesting PPMC Offices  

 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESS
ING TIME 

PERSON 
RESPONSIBLE 

1.  Sends request for 
press release/news 
article 

1. Receive request for 
press release/news 
article and 
coordinate with the 
Office requesting 

None 30 minutes PR Officer 
Office of the President  

 1.1 Prepare draft press 
release/news article 

None 3 hours PR Officer 
Office of the President  

 1.2 Review, check and 
edit draft press 
release/news 
article 

None 1 hour VP for Human 
Resources & 
Administration 
Office for Human 
Resources & 
Administration 

 1.3 Finalize and submit 
Press 
Release/News 
Article to the Office 
of the President & 
CEO 

None 2 hours VP for Human 
Resources & 
Administration 
Office for Human 
Resources & 
Administration 
 
PR Officer 
Office of the President  

 1.4 Approval of Press 
Release 

None 1 hour President & CEO 
Office of the President 
and CEO  
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 1.5 Coordinate with and 
provide the 
approved press 
release/news article 
to the various media 
infrastructure 
through Philippine 
Information Agency 
(PIA) for publication.    

None 30 minutes PR Officer 
Office of the President  

 TOTAL None 1 Working 
Day 
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Board of Directors ï Board Secretariat 

External Services  
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1. Granting of Request for Information and Documents of PPMC 

Board Meetings 

Provision of Board Meeting-related documents such as Minutes of Meetings, 

attendance and audio recordings. 

Office or Division: Board Secretariat 
Classification: Simple 
Type of Transaction: G2B ï Government to Businesses 

G2G - Government to Government  
Who may avail: All  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Request ï one (1) original copy 
 

Client availing of the service 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit a letter of 
request stating the 
specific document 
being requested 

1. Direct the client to 
follow the 
prescribed steps in 
the PPMCôs 
Freedom of 
Information (FOI) 
Manual  

None 25 Minutes Board Secretary 
Board Secretariat 
 
 

 1.1 Upon receipt of 
the endorsement 
from the FOI 
contact person, 
determine 
whether the 
document being 
requested is 
available and/or 
are allowed to be 
disclosed 

None 1 Hour Board Secretary 
Board Secretariat 
 
 

 1.2 If document is 
allowed for public 
disclosure, 
prepare the 
requested 
document and a 
transmittal for 
approval of the 
President and 
CEO 

None 3 Hours Board Secretary 
Board Secretariat 
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 1.3 Review and 
approval of the 
President and 
CEO 

None 3 Hours President & CEO 
Office of the 
President and 
CEO 

2. Receive the 
requested document 

2. Release to the  
requesting party, 
after approval of 
the Office of the 
President and 
CEO 

None 35 Minutes Board Secretary 
Board Secretariat 
 
 

TOTAL None 1 Working Day  

 

2. Submission of Directors Attendance System (DAS) to Governance 

Commission for GOCCs (GCG) 

 Online submission of the Directorsô Attendance to the DAS of GCG 

Office or Division: Board Secretariat 
Classification: Complex 
Type of Transaction: G2G ï Government to Government  
Who may avail: Governance Commission for GOCCs (GCG) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Notice or Letter or Email from GCG ï one 
(1) original copy or printed copy (from 
email or website) 

Governance Commission for GOCCs 
(GCG) 

2. Attendance Sheets ï one (1) photocopy PPMC Board Secretariat 

3. Minutes of Meetings ï one (1) photocopy PPMC Board Secretariat 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. GCG sends a 
Notice/Letter/Email 
indicating Opening 
of the Submission to 
the Directorsô 
Attendance System 
(DAS). 

1. Receive the 
Notice/Letter/Email 
and inform the 
concerned parties 
such as the Board 
Members and the 
Board Secretariat. 

None 30 Minutes Board Secretary 
Board Secretariat 
 
Corporate 
Secretary 

 1.1 Consolidate the 
necessary 
attendance 
sheets and 
minutes of board 
and committee 
meetings ready 
for uploading. 

None 2 working days Board Secretary 
Board Secretariat 
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 1.2 Uploading the 
scanned copy of 
the attendance 
sheets and 
minutes of 
meetings to the 
DAS 

None 4 working 
days, 7 hours 

and 30 
minutes 

Board Secretary 
Board Secretariat 

2. Receive the online 
submission and 
send Notice/ 
Acknowledgment of 
completion 

2.  Submission 
completed 

None N/A Board Secretary 
Board Secretariat 
 

TOTAL None 
 

7 Working 
Days 

 

  
 

3. Submission of Appointive Directors Data Form (ADDF) to 

Governance Commission for GOCCs (GCG) 

 Online submission of the Appointive Directorsô Data Form (ADDF) to the GCG 

Office or Division: Board Secretariat 
Classification: Complex 
Type of Transaction: G2G ï Government to Government  
Who may avail: Governance Commission for GOCCs (GCG) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Notice or Letter or Email from GCG ï one (1) 
original copy or printed copy (from email or 
website) 

Governance Commission for GOCCs (GCG) 

2. Appointive Directors Data Form (ADDF) ï 
one (1) original copy 

Governance Commission for GOCCs (GCG) 

3. NBI Clearance ï one (1) original copy National Bureau of Investigation (NBI) 

4. Ombudsman Clearance ï one (1) original 
copy 

Ombudsman 

5. Sandiganbayan Clearance ï one (1) original 
copy 

Sandiganbayan 

6. CSC Clearance ï one (1) original copy Civil Service Commission  

7. Other pertinent documents (Court decisions, 
etc.) ï one (1) original copy 

Concerned Government Agencies  

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. GCG sends a 
Notice/Letter/Email 
indicating Opening 
of the Submission of 

1. Receive the 
Notice/Letter/Email 
and inform the 
concerned Board 
Members  

None 30 Minutes Board Secretary 
Board Secretariat 
 
Corporate 
Secretary 
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Appointive Directors 
Data Form (ADDF) 

 

 1.1 Collect/ 
consolidate the 
duly 
accomplished and 
notarized ADDF 
with the 
necessary 
clearances (CSC, 
NBI, 
Sandiganbayan 
and Ombudsman) 
and pertinent 
documents 

None 4 working days Board Secretary 
Board Secretariat 
 
Corporate 
Secretary 

 1.2 Uploading of the 
Notarized 
Appointive 
Directors Data 
Form and 
clearances 

None 2 working 
days, 7 hours 

and 30 
minutes 

Board Secretary 
Board Secretariat 

2. Receive the online 
submission and 
send Notice/ 
Acknowledgment of 
completion. 

2. Submission 
completed 

None N/A Board Secretary 
Board Secretariat  
 
 

TOTAL None 7 Working 
Days 

 

  
 

4.  Submission of Directors Performance Review (DPR) Forms for 
the Internet-Based Performance Evaluation for the Directors 
(IPED) of Governance Commission for GOCCs (GCG) 

 
 Online submission of the DPR Forms wherein Board Members are to rate 

themselves and their peers and then submit through the IPED of GCG. 

Office or Division: Board Secretariat 
Classification: Complex 
Type of Transaction: G2G ï Government to Government  
Who may avail: Governance Commission for GOCCs (GCG) 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Notice or Letter or Email from GCG ï one (1) 
original copy or printed copy (from email or 
website) 

Governance Commission for GOCCs (GCG) 
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CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. GCG sends 
Notice/Letter/Email 
indicating Opening of 
the Submission of 
DPR forms through 
the IPED of GCG 

1. Receive the 
Notice/Letter/Email 
and inform the 
Board Members 

None 1 hour Board Secretary 
Board Secretariat 
 
Corporate 
Secretary 

 1.1 Conduct of 
performance 
evaluation rating 
by the eligible 
Board Members 
identified by GCG: 
self-assessment 
and peer 
assessment  

None 6 working days 
and 7 hours 

Board Secretary 
Board Secretariat 
 
Corporate 
Secretary 

2. Receive the online 
submission and send 
Notice/ 
Acknowledgment of 
completion. 

2. Compliance 
completed 

None N/A Board Secretary 
Board Secretariat  
 

TOTAL None 7 Working 
Days 
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Board of Directors ï Board Secretariat 

Internal Services  
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1. Preparation of Agenda for Board Meetings 

  
Consolidation of Agenda items that are for Board information, action and/or 

approval during PPMC Regular and Special Board Meetings. 
 

Office or Division: Board of Directors ï Board Secretariat 
Classification: Simple 
Type of Transaction: G2G ïGovernment to Government  
Who may avail: PPMC Board of Directors and Officers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letters, memorandum and/or 
equivalent materials ï one (1) original 
copy 

To originate from the concerned party or office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit the agenda 
item/s (matters that 
are for Board 
information, action 
and approval) and 
its corresponding 
materials  

1. Receive the 
agenda item/s 
and 
corresponding 
materials 
 

None 1 working day Board Secretary/ 
Board Secretariat 

 1.1 Consolidate the 
submitted 
Agenda item/s 
and its 
materials and 
draft the 
Agenda  

None 7 hours and 30 
minutes 

Board Secretary/ 
Board Secretariat 

 1.2 Submit the draft 
Agenda to the 
Corporate 
Secretary and 
subsequently to 
the Board 
Chairman for its 
review and 
approval 

None 30 minutes Board Secretary/ 
Board Secretariat 
 
Corporate Secretary 

 TOTAL None 2 Working 
Days 
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2. Preparation and Sending of Board Materials 

 

Consolidation of Board Materials of the Agenda items that are for Board 
information, action and/or approval and sending the same to the attendees of the 
PPMC Regular and Special Board Meetings. 

 

Office or Division: Board of Directors ï Board Secretariat 
Classification: Simple 
Type of Transaction: G2G ïGovernment to Government  
Who may avail: PPMC Board of Directors and Officers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letters, memorandum and/or its 
equivalent materials ï one (1) original 
copy 

To originate from the concerned party or office 

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit or provide to 
the Board Secretary 
the necessary 
materials (written 
Letter, 
Memorandum or its 
equivalent) for the 
submitted agenda 
items 

1. Receive the 
board materials  
 

None 1 working day Board Secretary/ 
Board Secretariat 

 1.1 Consolidate the 
submitted 
materials and 
send together 
with the 
approved board 
meeting 
Agenda to the 
PPMC Board 
and other 
attendees of 
the Regular 
and Special 
Board 
Meetings, via 
electronic mail 

None 1 working day Board Secretary/ 
Board Secretariat 

 TOTAL None 2 Working 
Days 
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3. Approval and Issuance of Notice of Board Meetings to the Board 

Meeting Attendees 
 

Approval and Issuance of Notice of Board Meetings to the Board Meeting 

Attendees 

 

Office or Division: Board of Directors ï Board Secretariat 
Classification: Simple 
Type of Transaction: G2G ïGovernment to Government  
Who may avail: PPMC Board of Directors and Officers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Notice of Board Meeting ï one (1) original 
copy or printed copy (sent via email) 

Corporate Secretary 

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sends 
request/notice/memo 
/instruction for the 
preparation of Notice 
of Board Meetings 

1. Receive and 
prepare a draft 
Notice of Board 
Meetings  
 

None 20 Minutes Board Secretary/ 
Board Secretariat 

 1.1 Submit the draft 
Notice for review 
of the Corporate 
Secretary and 
subsequently for 
the approval of 
the Chairman  

None 35 Minutes Board Secretary/ 
Board Secretariat 

2. Receive Notice of 
Board Meetings, via 
electronic mail or 
otherwise 

2. Send the 
Approved Notice 
of Board 
Meetings to the 
Board Meeting 
attendees 

None 5 Minutes Board Secretary/ 
Board Secretariat 

 TOTAL None 1 Hour  

 

4. Cascading of Matters Arising from the Board Meetings  

Cascading of matters that needs action of the management and following up 

managementôs action/s thereto. 

Office or Division: Board of Directors - Board Secretariat 
Classification: Simple 
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Type of Transaction: G2G ï Government to Government  
Who may avail: PPMC Board of Directors and Officers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Summary of Matters Arising from the 
Board Meeting ï one (1) photocopy or 
printed copy 

 

Corporate Secretary 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Sends the list or 
Summary of Matters 
Arising from the 
Board 

1. Receive the list 
or Summary of 
Matters Arising 
from the Board   

None 5 Minutes Board Secretary/ 
Board Secretariat 
 
Corporate Secretary 

 1.1 Forward/serve 
the list or 
summary of 
Matters Arising 
to the concerned 
PPMC officials 
and make follow 
up on the status 
of the same 

None 1 Hour and 25 
Minutes 

Board Secretary/ 
Board Secretariat 

2. Submit report as 
regards the action 
taken or update on 
the Matters Arising 
item 

2. Receive the 
report on the 
action taken by 
the concerned 
office/ personnel 
on the Matters 
Arising 

None 5 Hours Board Secretary/ 
Board Secretariat 
 
Concerned office/ 
personnel 

 2.1 Consolidate the 
submitted 
reports and 
attach it to the 
Board Materials 
to be sent for the 
information of 
the Board  

None 1 Hour and 30 
Minutes 

Board Secretary/ 
Board Secretariat 

 TOTAL None 1 Working 
Day 

 

 
 

5. Processing of Logistic Requirements for the Board Meetings 

Provision of the logistical requirements such as meals, function room and hotel 
room accommodation for the Board Meeting attendees. 
 

Office or Division: Board of Directors - Board Secretariat 
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Classification: Simple 
Type of Transaction: G2G ï Government to Government  
Who may avail: PPMC Board of Directors  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Written or Verbal Request  PPMC Board of Directors 

2. Purchase Request ï three (3) original 
copies 

Board Secretariat 

3. Price Quotations/Hotel Proposals ï one 
(1) original copy or printed copy (sent via 
email) 

Suppliers 

CLIENT STEPS AGENCY ACTIONS 
FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Send request and 
provide details to 
the Board Secretary 
for provision of 
room 
accommodation  

1. Receive and 
consolidate the 
requests 

None 1 working day Board Secretary/ 
Board Secretariat 
 
 

 1.1 Prepare Purchase 
Request for the 
board meeting 
requirements 
(meals, function 
room and hotel 
accommodations)  

None 30 minutes Board Secretary/ 
Board Secretariat 
 
 

 1.2 Secure approval of 
the Purchase 
Request from the 
Finance Office 

None 10 minutes  
 

Budget Officer/ 
Office for Finance 
 
Finance Manager/ 
Office for Finance 

 1.3 Secure approval of 
the Purchase 
Request from 
President and 
CEO 

None 20 minutes  
 

President and CEO 
Office of the President 
and CEO 

 1.4 Submit to the 
Procurement 
department the 
approved 
Purchase 
Request together 
with price 
quotations, if 
available 

None 1 working day 
and 6 Hours 

Board Secretary/ 
Board Secretariat 
 
Procurement Officer/ 
Office for HR and 
Administration 
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2. Receive the 
information on the 
billeting details 

2. Upon issuance of 
approved 
purchase order to 
the winning 
supplier by the 
Procurement 
department, inform 
the concerned 
Board Members of 
the hotel where 
they are billeted. 

None 1 Hour Board Secretary/ 
Board Secretariat 
 
 

 TOTAL None 3 Working 
Days 
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Office for Business Development  

  External Services 
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1. Approval of Business Proposals/Projects, Application for Lease 

of Areas and Application for PPFZ Registration 
 

Approval of Business Proposals and Projects, Application for Lease of Areas and 

Application for PPFZ Registration of prospective locators/lessees/investors 

 

Office or 
Division: 

Office for Business Development  

Classification: Highly Technical 

Type of 
Transaction: 

G2C ï Government to Citizens; G2B ï Government to Businesses; G2G ï 
Government to Government 

Who may avail: Any person, firm, association, partnership, corporation or any form of business 
organization, regardless of nationality, control and/or ownership of the working 
capital thereof, may apply for locatorship and/or registration as a PPFZ 
Registered Enterprise in any area of economic activity and avail of tax and 
duty-free incentives, except those specifically prohibited by the Constitution 
and/or statutes.   
 
A PPFZ Registered Enterprise shall be a duly constituted business enterprise 
organized or domiciled in the Philippines or any foreign country. The enterprise 
must name a representative or agent who is a legal resident of the Philippines. 
If affiliated with an existing enterprise in the Philippines outside of the PPFZ, 
the PPFZ Registered Enterprise must establish a separate business 
organization to conduct business exclusively within the PPFZ, which shall be 
a separate taxable entity. 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Intent ï one (1) original copy Client availing the service 

2. Business Registration Papers (DTI 
Certification, Securities and Exchange 
Commission Papers - SEC Certificate 
of Registration, Articles of Incorporation 
and By-Laws and General Information 
Sheet; License to transact Business in 
the Philippines; Cooperative 
Registration) ï one (1) photocopy 

Department of Trade and Industry (DTI); 
Securities and Exchange Commission (SEC); 
Cooperative Development Authority (CDA) 

3. Application for Registration Form, 
notarized ï one (1) original copy 

PPMC Office for Business Development 

4. Business Plan with Development 
Plan/Project Implementation Plan (PIP) 
ï one (1) original copy 

Client availing the service 

5. Company Profile /Brochures ï one (1) 
original copy 

Client availing the service 
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6. Proposed Site Development Plan with 
Facility/Building Perspective ï one (1) 
original copy 

Client availing the service 

7. Board Resolution of Authorized 
Representative/s ï one (1) photocopy 

Client availing the service 

8. Proof of Financial Capability/Assets  
i. Bank Certificates of Credit Line or 

Deposit ï one (1) original copy 
ii. Audited Financial Statement for the 

last three years of operation, if 
applicable ï one (1) photocopy 

 
i. Applicable Bank/s of the Clients availing the 

service 
ii. Auditing Firm of the Clients availing the service 

 

9. Resume of Directors/Key Officers ï one 
(1) original copy 

Client availing the service 

10. Minimum Required Investment of 
US$250,000.00 to be granted a 
Certificate of Registration and Tax 
Exemption (the investment amount of 
US$250,000.00 shall be infused or put 
in within the first three (3) years of the 
business and 50% of the required 
investment amount of US$250,000.00 
should be invested in the first year) 

To be checked in the submitted Application for 
Registration Form and Business Plan  

11. Minimum Authorized Capital Stock of 
the Corporation should be at least 
US$250,000.00 to be granted a 
Certificate of Registration and Tax 
Exemption 

To be checked in the submitted SEC Articles of 
Incorporation and General Information Sheet 

12. Total Amount of Contract of 
Lease/Lease Agreement above 
PhP50 Million requires BCDA 
Approval 

No documents to be submitted 

13. Payment of Due Diligence Fee 
(requirement on a case-by-case basis) 

Third Party to Conduct Due Diligence/Background 
Check/Probity Check identified by PPMC 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 
1. Secure 

Application for 
Registration 
Form and List 
of 
Documentary 
Requirements 
from the 
Business 

1. Provide the 
applicant/client with a 
presentation and 
briefing on the service 
and its requirements 
and/or site inspection. 

 
Issue Application for 
Registration Form and 

None 4 hours Business 
Development 
Manager 
Office for 
Business 
Development  
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Development 
Office 

List of Documentary 
Requirements 

Business 
Development 
Officer 
Office for 
Business 
Development 
 
VP for Airport 
Management 
Office for Airport 
Management 

2. Submission of 
Letter of Intent 
and complete 
Documentary 
Requirements 
to the 
Business 
Development 
Office 

2. Receive Letter of 
Intent and other 
Documentary 
Requirements and 
preliminary 
examination of the 
documents submitted 

None 4 hours Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  

 
 

2.1 Detailed Review and 
Evaluation of the 
Business 
Proposal/Application 
for Lease and 
Documentary 
Requirements 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

None 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 day 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 
 
VP for 
Infrastructure 
Management 
Office for 
Infrastructure 
Management 
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 2.2 Coordinate with 
applicant/client on 
the application and 
finalize Terms and 
Conditions of the 
Contract of 
Lease/Lease 
Agreement 

 

None 1 day Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development 
 
Legal Counsel 
Office for Legal  

 2.3 Prepares Report and 
Recommendation to 
the President and 
CEO for approval 
and endorsement to 
the PPMC Board. 

 None  4 hours Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

 2.4 Review 
recommendation and 
endorse approval of 
application to the 
PPMC Board 

None 1 day President and 
CEO 
Office of the 
President & CEO 

 2.5 PPMC Board 
Deliberation and 
Approval 

None 10 days PPMC Board of 
Directors  

 2.6 Notification of 
Applicant/client of the 
approval or 
disapproval of the 
Business 
Proposal/Application 

Payment of 
Due Diligence 
Fee 
(requirement 
on a case-by-
case basis):  

4 hours Business 
Development 
Manager 
Office for 
Business 
Development  
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for Lease; and/or 
submission of other 
additional documents 
required; and/or 
compliance with 
additional 
requirements of the 
PPMC Board (if any) 

Amount based 
on the 
evaluation of 
the Third Party 
to Conduct Due 
Diligence/Back
ground 
Check/Probity 
Check 

 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

3. Proceed to the 
Business 
Development 
Office to sign 
the Contract of 
Lease/Lease 
Agreement 

3. Signing of the Contract 
of Lease/Lease 
Agreement by the 
applicant/client 

None 4 hours Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

 3.1 Signing of the 
Contract of 
Lease/Lease 
Agreement by PPMC 
President and CEO 

None 1 day President and 
CEO 
Office of the 
President and 
CEO 

 3.2 Notarization of the 
Contract of 
Lease/Lease 
Agreement and 
furnish copy of the 
Contract of 
Lease/Lease 
Agreement to the 
applicant/client 

None 4 hours Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development 
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TOTAL Payment of Due 
Diligence Fee 
(requirement on 
a case-by-case 
basis): Amount 
based on the 
evaluation of 
the Third Party 
to Conduct Due 
Diligence/Back
ground 
Check/Probity 
Check 

17 Working 
Days 

 

 

 

2. Granting of Request for Events at the Poro Point Baywalk Events 

Center and other areas inside the Poro Point Freeport Zone 
 

Granting of Request for Use of the Poro Point Baywalk Events Center and other 

areas inside the Poro Point Freeport Zone for various Events and Activities  

 

Office or 
Division: 

Office for Business Development  

Classification: Complex 

Type of 
Transaction: 

G2C ï Government to Citizens; G2B ï Government to Businesses and G2G ï 
Government to Government  

Who may avail: Any person, firm, association, partnership, corporation or any form of business 
organization and government agencies may apply for the use of the Poro Point 
Baywalk Events Center and other areas inside the Poro Point Freeport Zone. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Intent with details and 
purpose of the event/activity ï one 
(1) original copy 

Client availing the service 

2. Business Registration Papers 
(Securities and Exchange 
Commission Papers - SEC 
Certificate of Registration, Articles 
of Incorporation and By-Laws and 
General Information Sheet; 
License to transact Business in the 
Philippines; DTI Registration; 
Cooperative Registration), if 
applicable ï one (1) photocopy 

Department of Trade and Industry (DTI); Securities and 
Exchange Commission (SEC); Cooperative Development 
Authority (CDA)  

3. Two (2) valid IDs/Proof of Identity 
of the Authorized 

Client availing the service 
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Representative/Government 
issued IDs ï one (1) photocopy 

4. Duly filled-out and signed Poro 
Point Baywalk and Events Center 
Reservation Form ï one (1) 
original copy 

PPMC Office for Business Development 

5. Reservations shall be made at 
least fifteen (15) days before the 
date of the event. 

No documents to be submitted 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCE
SSING 
TIME 

PERSON 
RESPONSI

BLE 
1. Submit 

Application/Let
ter of Request 
to the Office of 
the PPMC 
President and 
CEO  

1. Receive 
Application/Letter 
of Request 

None 10 
minutes 

Executive 
Secretary 
Office of the 
President & 
CEO 

 1.1 Review and 
endorse the 
Application/Lette
r of Request to 
the Business 
Development 
Office for 
processing and 
checking of 
availability of 
schedule/s 

None 1 day President 
and CEO 
Office of the 
President 
and CEO 

 
 

1.2 Notify 
applicant/client of 
the availability of 
schedule/s and 
provide briefing 
of the services 
and 
requirements. 
Provide the Poro 
Point Baywalk 
and Events 
Center 
Reservation 
Form and the list 
of requirements 

None 1 hour Business 
Development 
Manager 
Office for 
Business 
Development  
  
Business 
Development 
Officer 
Office for 
Business 
Development  
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2. Submit the 
duly filled-out 
and signed 
Poro Point 
Baywalk and 
Events Center 
Reservation 
Form and 
requirements 
to the 
Business 
Development 
Office 

2. Receive Poro 
Point Baywalk 
and Events 
Center 
Reservation 
Form and 
requirements. 
Evaluate and 
endorse the Poro 
Point Baywalk 
and Events 
Center 
Reservation 
Form and 
requirements to 
the President and 
CEO for 
approval/signing 

None 1 day Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  

 2.1 Approval of the 
application/requ
est 

 

None 1 day President 
and CEO 
Office of the 
President 
and CEO 

 2.2 Notify the 
applicant/client 
of the approval 
of the 
application/requ
est and require 
payment of the 
Fee and 
Refundable 
Bond 

None 1 hour Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  

3. Proceed to the 
Finance Office 
and pay the 
required Fee 
and Bond 

3. Receive payment 
and issue Official 
Receipt 

1. BAYWALK FEE 
For Private 
Companies, 
Agencies, 
Corporations, 
Persons, 
Organizations 
and Associations 

Daytime Rate: 
PhP1,500.00/hour 

Nighttime Rate: 
PhP2,500.00/hour 

For Government 
Agencies and 
Local 
Government 
Units  

Daytime Rate: 
PhP1,000.00/hour 

Nighttime Rate: 

PhP2,000.00/hour 

10 
minutes 

Cashier 
Office for 
Finance 
 
Finance 
Manager 
Office for 
Finance 
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2.   REFUNDABLE CLEANLINESS 

BOND: PhP3,000.00 
4. Proceed to the 

Business 
Development 
Office and 
present the 
proof of 
payment of 
Fee and Bond 

4. Schedule 
coordination 
meeting together 
with 
Infrastructure 
Management 
Office and 
Regulatory 
Services Office 

None 30 
minutes 

Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development 

 AFTER THE EVENT 
4.1 Prepare 

Certificate of 
Cleanliness of 
the Venue and 
furnish copies to 
Finance Office 
and Business 
Development 
Office 

None 1 hour VP for 
Infrastructure 
Management 
Office for 
Infrastructure 
Management   

5. Submit request 
for refund of 
the bond to 
the Finance 
Office 

5. Receive 
request and 
prepare check 

None 2 days Finance 
Manager 
Office for 
Finance 
 
Accountant 
Office for 
Finance 

6. Proceed to the 
Finance Office 

6. Release check None 10 
minutes 

Cashier 
Office for 
Finance 
 
Finance 
Manager 
Office for 
Finance 

TOTAL 1. BAYWALK FEE 
For Private 
Companies, 
Agencies, 
Corporations, 
Persons, 

Daytime Rate: 
PhP1,500.00/hour 

Nighttime Rate: 
PhP2,500.00/hour 

5 
Working 
Days, 4 
hours 
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Organizations 
and Associations 

For Government 
Agencies and 
Local 
Government 
Units  

Daytime Rate: 
PhP1,000.00/hour 

Nighttime Rate: 

PhP2,000.00/hour 

 
2.  REFUNDABLE CLEANLINESS BOND: 

PhP3,000.00 
 
 

3. Provision of Marketing and Promotion Services to Prospective 

Locators, PPFZ Guests and Visitors 
 

Provision of Briefing or Presentation and/or Tour/Site Visit/Inspection of the Poro 

Point Freeport Zone to Prospective Locators, PPFZ Guests and Visitors 

 

Office or 
Division: 

Office for Business Development  

Classification: Simple 

Type of 
Transaction: 

G2C ï Government to Citizens; G2B ï Government to Businesses 
and G2G ï Government to Government 

Who may avail: Any person, firm, association, partnership, corporation or any form of 
business organization and government agencies may request for 
briefing or presentation and/or tour/site visit/inspection of the Poro Point 
Freeport Zone 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Request/Written Request  
(Also applicable for Walk-in Clients) ï 
one (1) original copy 

Client availing the service 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Client submits 
Letter of Request 

1. Receive Letter of 
Request 

None 10 minutes Executive 
Secretary 
Office of the 
President  

 1.1 Approval and 
endorsement of 
request to 
Business 
Development 
Office 

None 1 day President & CEO 
Office of the 
President and 
CEO  
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 1.2 Notify and 
coordinate with 
applicant/client on 
the schedule of 
the visit 

None 20 minutes Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

 1.3 Conduct of 
Briefing/Presentati
on (Day of the 
Visit) 

None 1 hour and 30 
minutes 

Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

 1.4 Tour of the 
Zone/Site 
Inspection (Day of 
the Visit) 

None 2 hours Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
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VP for Airport 
Management 
Office for Airport 
Management 

TOTAL None 1 Working Day 
and 4 hours 

 

 
 

4. Granting of Requests for Partnerships, Sponsorships and 

Advertisement 
 

Granting of Requests for Partnerships, Sponsorships and Advertisement 

 

Office or Division: Office for Business Development  

Classification: Complex 

Type of 
Transaction: 

G2C ï Government to Citizens; G2B ï Government to Businesses 
and G2G ï Government to Government 

Who may avail: Any person, firm, association, partnership, corporation or any form of 
business organization and government agencies may request for 
partnerships, sponsorships and advertisements 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Request/Written 
Request/Proposal ï one (1) original copy 
 

Client availing the service 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Client submits 
Letter of 
Request/Proposal 

1. Receive Letter of 
Request/Proposal 

None 10 minutes Executive 
Secretary 
Office of the 
President  

 1.1 Review and 
endorsement of 
request/proposal 
to Business 
Development 
Office 

None 1 day President & CEO 
Office of the 
President and 
CEO 

 
 

1.2 Evaluate 
request/proposal  

 
Coordinate with 
concerned PPMC 
Offices (if any) 
and with 
applicant/client on 

None 2 days Business 
Development 
Manager 
Office for 
Business 
Development  
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the 
request/proposal  

 
Prepare memo/ 
recommendation 
to the President 
and CEO for 
approval. 

Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

 1.3 Review and 
approval/disappro
val of the 
request/proposal 

None 2 days President & CEO 
Office of the 
President and 
CEO 

 1.4 Notify/coordinate 
with the 
applicant/client of 
the 
approval/disappro
val of the request 

None 1 hour Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

 1.5 If approved, 
endorse to 
Finance Office for 
check processing 

None 1 hour Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
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Office for Airport 
Management 

 1.6 Check Processing None 1 day Finance Analyst 
Office for Finance 
 
Finance Manager 
Office for Finance 

 1.7 Notify/coordinate 
with the 
applicant/client of 
the availability of 
the check 

None 1 hour Finance Analyst 
Office for Finance 
 
Finance Manager 
Office for Finance 

2. Proceed to the 
Finance Office 

2. Release check None 10 minutes Cashier 
Office for Finance 
 
Finance Manager 
Office for Finance 

TOTAL None 6 Working 
Days, 3 hours 

and 20 minutes 

 

 

 

5. Granting of Requests for Data/Information and Reports 
 

Granting of Requests for Data/Information and Reports 

 

Office or Division: Office for Business Development  

Classification: Simple 

Type of 
Transaction: 

G2C ï Government to Citizens; G2B ï Government to Businesses 
and G2G ï Government to Government 

Who may avail: Any person, firm, association, partnership, corporation or any form of 
business organization and government agencies may request for 
data/information and reports 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Request/Written Request ï one 
(1) original copy 

Client availing the service 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Client submits 
Letter of Request 

1. Receive Letter of 
Request 

None 10 minutes Executive 
Secretary 
Office of the 
President  

 1.1 Review and 
endorsement of 
the request to 

None 1 day President & CEO 
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Business 
Development 
Office 

Office of the 
President and 
CEO 

 
 

1.2 Evaluate request 
and prepare 
data/information 
needed  

 
Coordinate with 
concerned PPMC 
Offices for data (if 
applicable) and 
with 
applicant/client on 
the data requested  

 
Prepare 
memo/letter/ 
recommendation 
to the President 
and CEO for 
approval. 

None 3 days Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

 1.3 Review and 
approval/disappro
val of the request 

None 2 days President & CEO 
Office of the 
President and 
CEO 

 1.4 Notify and provide 
to the 
applicant/client the 
requested 
data/information 

None 4 hours Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

TOTAL None 6 Working 
Days, 4 hours 

and 10 minutes 
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6. Provision of Aftercare Services to Locators 
 

Provide assistance and address the needs and/or requirements of PPFZ Locators 

 

Office or 
Division: 

Office for Business Development  

Classification: Simple 

Type of 
Transaction: 

G2C ï Government to Citizens and G2B ï Government to Businesses  

Who may avail: All locators of the Poro Point Freeport Zone 
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Request/Written 
Request/Walk-in Clients ï one (1) 
original copy 

Client availing the service 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Proceed to 
Business 
Development 
Office  

1. Receive the client/s 
in the Business 
Development Office 

None 30 minutes Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  

 1.1 Meeting/Discussion 
with PPFZ locators 
of its need or 
concerns 

 

None 2 hours Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
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Office for Airport 
Management 

 
 

1.2 Coordinate and 
endorse to 
appropriate PPMC 
Office/s applicable 
to the need/concern 
of the locator 

None 2 hours Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

 1.3 Meeting with the 
concerned PPMC 
Office/s to 
address the 
need/concern of 
locator 

None 2 hours and 30 
minutes  

PPMC Concerned 
Office/s  

 1.4 If need/concern 
not yet addressed, 
inform the locator 
to submit a 
letter/written 
request  

None 1 hour Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

TOTAL None 1 Working  Day  
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  Office for Business Development  

Internal Services 
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1. Preparation of Cost-Benefit Analysis/Pre-Feasibility Study and 

Assessment Report for Programs and Projects  
 

Preparation of Cost-Benefit Analysis/Pre-Feasibility Study and Assessment 

Report for Business and Investment-related Programs and Projects  

 

Office or Division: Office for Business Development  

Classification: Highly Technical 

Type of 
Transaction: 

G2G ï Government to Government 

Who may avail: PPMC Offices  
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Program/Project Details and Cost ï 
one (1) original copy or printed copy  

Requesting PPMC Office  

2. Site Plan/Area Details ï one (1) 
original copy or printed copy 

Requesting PPMC Office 

3. Building Plans and Specifications (if 
applicable) ï one (1) original copy or 
printed copy 

Requesting PPMC Office  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submission of 
Letter/Memo/Requ
est for Cost-
Benefit 
Analysis/Pre-
Feasibility Study 
and Assessment 
Report with 
supporting 
documents 

1. Receive 
Letter/Memo/Request 
and initial review of 
the supporting 
documents 

None 1 hour Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

 1.1 Evaluate request and 
prepare 
data/information 
needed.  

None 12 days Business 
Development 
Manager 
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Conduct research and 
coordinate with 
concerned PPMC Offices 
for additional data and 
supporting documents. 

 
Prepare draft Cost-
Benefit Analysis/Pre-
Feasibility Study and 
Assessment Report 

Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

 
 

1.2  Endorse draft Cost-
Benefit 
Analysis/Pre-
Feasibility Study 
and Assessment 
Report to concerned 
offices for review 
and inputs. 

None 2 hours Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

 1.3  Review of the draft 
Cost-Benefit 
Analysis/Pre-
Feasibility Study 
and Assessment 
Report 

None 3 days PPMC Concerned 
Office/s 

 1.4  Revise and 
incorporate 
additional inputs, 
comments and 
suggestions 

None 1 day and 4 
hours 

Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
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Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

 1.4  Prepare 
memo/letter/ 
recommendation to 
the President and 
CEO for approval. 

None 1 day Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

 1.5  Review and 
approval of the 
Cost-Benefit 
Analysis/Pre-
Feasibility Study 
and Assessment 
Report 

None 2 days President & CEO 
Office of the 
President and 
CEO 

2. Receive copy of the 
Final Cost-Benefit 
Analysis/Pre-
Feasibility Study 
and Assessment 
Report 

2.  Provide copy of the 
Final Cost-Benefit 
Analysis/Pre-
Feasibility Study and 
Assessment Report 
to requesting office 

None 1 hour Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
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Office for Airport 
Management 

TOTAL None 20 Working 
Days 

 

 

2. Preparation of 5-Year Revenue Projection, Marketing Plan and 

Targets  
 

Preparation of 5-Year Revenue Projection, Marketing Plan and Targets for PPMC 

Business Plan and Annual Corporate Budget  

 

Office or Division: Office for Business Development  

Classification: Highly Technical 

Type of 
Transaction: 

G2G ï Government to Government 

Who may avail: PPMC Offices  
 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Corporate Plans and Programs/Policy 
Directions ï one (1) photocopy 

Corporate Planning Officer  

2. Approved Master Development Plan 
of the Zone ï one (1) photocopy or 
printed copy 

Office for Infrastructure Management 

3. Land Utilization ï one (1) original 
copy 

Office for Infrastructure Management 

4. Site Development Plan of Leasable 
Areas ï one (1) original copy 

Office for Infrastructure Management 

5. Locatorship Applications (ongoing 
applications, intent, proposals) ï one 
(1) photocopy 

Office for Business Development  

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submission of 
Corporate Plans 
and 
Programs/Policy 
Direction, Land 
Utilization, Site 
Development Plan 
of Leasable Areas 
and other 
supporting 
documents 

1. Receive 
data/information and 
initial review of the 
supporting 
documents 

None 1 hour Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
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Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

 1.1  Conduct research, 
prepare 
projections and 
coordinate with 
concerned PPMC 
Offices for 
additional data and 
supporting 
documents (if any). 

 
Prepare draft 
Marketing Plan 
and 5-Year 
Revenue 
Projections 

None 5 days Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

 1.2  Secure revenue 
projections for 
existing revenue 
streams from 
Finance Office  

None 2 hours Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 
 
Finance Manager 
Office for Finance 
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1.3  Prepares Report 
and 
Recommendation 
to the President 
and CEO for 
approval and 
endorsement to 
the PPMC Board. 

None 1 day and 4 
hours 

Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

 1.4  Review 
recommendation 
and endorse 
approval to the 
PPMC Board 

None 2 days President and 
CEO 
Office of the 
President and 
CEO 

 1.5  PPMC Board 
Deliberation and 
Approval 

None 10 days PPMC Board of 
Directors 

 1.6  Prepare Final 
Report and/or 
compliance with 
additional 
requirements of 
the PPMC Board 
(if any) 

None 1 day Business 
Development 
Manager 
Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

2. Receive copy of the 
Final Report 

2. Provide Final Report 
to Corporate 
Planning and 
Finance Office 

None 1 hour Business 
Development 
Manager 
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Office for 
Business 
Development  
 
Business 
Development 
Officer 
Office for 
Business 
Development  
 
VP for Airport 
Management 
Office for Airport 
Management 

TOTAL None 20 Working 
Days 
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Office for Regulatory Services 

 Enterprise Regulations  

 External Services 
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1. Granting of New Certificate of Registration 
 
The issuance of new Certificate of Registration commences/proceeds upon approval 

by the PPMC Board of the lease/sublease agreement, and registration of the applicant.  

Office or Division: Office for Regulatory Services - Enterprise Regulations 

Classification: Complex 

Type of Transaction: G2B - Government to Business 

Who may avail: Any person, firm, association, partnership, corporation or any form 
of business organization, regardless of nationality, control and/or 
ownership of the working capital thereof 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Copy of the signed Contract of Lease with 
PPMC or PPMC Board approved Sub-
Lease Agreement or PPMC Board 
approval on the PPFZ Certificate of 
Registration ï one (1) photocopy  

Client availing of the service 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submission by the client of 
the complete 
Documentary 
Requirements to the 
Customs Clearance Area 
(CCA) 

 

1. Receive from 
the client 
complete 
documentary 
requirements 

None 40 Minutes Enterprise 
Regulations 
Officer  
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management and 
Health Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 1.1 Review the 
authenticity 
and accuracy 
of the 

None 1 working day Enterprise 
Regulations 
Officer  
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

documents 
submitted 

Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management and 
Health Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 
 
and All PPMC 
Concerned Office 
Heads  

 1.2 Draft 
Certificate of 
Registration 
and 
endorsement 
to the 
President & 
CEO for 
approval & 
signing 

None  2 hours 
 

VP for Regulatory 
Services  
Office for 
Regulatory 
Services 
 
Enterprise 
Regulations 
Officer  
Enterprise 
Regulations 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 1.3 Sign the 
Certificate of 
Registration 

None 1 working day President & CEO 
Office of the 
President and 
CEO 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

2. Proceed to the cashier 
and pay the required fees 

2. Receive 
payment and 
issue Official 
Receipt 

Filing Fee-
PhP2,000.00 
 
Processing Fee- 
Php2,000.00 
 
Certificate of 
Registration 
(CR) and 
Endorsement to 
the Bureau of 
Internal 
Revenue (BIR) 
- Php4,000.00 
 
Permit to 
Operate - 
Php1,000.00 

20 minutes Enterprise 
Regulations 
Officer  
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management and 
Health Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

3. Receive duly signed 
Certificate of Registration 

3. Issue duly 
signed 
Certificate of 
Registration 

None  1 hour Enterprise 
Regulations 
Officer  
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management and 
Health Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

TOTAL PhP9,000.00 2 working days 
and 4 hours 
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2. Renewal of Certificate of Registration 
 

PPFZ Registered Enterprise who is a holder of a Certificate of Registration (CoR) 

who wishes to renew its existing certificate of registration upon expiration of the 

previously issued CoR to avail of the tax and duty-free incentives. 

Office or Division: Office for Regulatory Services - Enterprise Regulations 

Classification: Complex 

Type of Transaction: G2B - Government to Business 

Who may avail: Any person, firm, association, partnership, corporation or any form 
of business organization, regardless of nationality, control and/or 
ownership of the working capital thereof, doing business inside the 
Poro Point Freeport Zone 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Business Proposal with Project 
Implementation Plan ï one (1) original 
copy 

Client availing the service 

2. Duly signed PPFZ Renewal of Registration 
Form ï (1) original copy 

PPMC Customs Clearance Area ï Enterprise 
Regulations 

3. Board Resolution or Secretaryôs Certificate 
of Authorized Representative(s) or 
Signatory(ies) - one (1) photocopy 

Client availing the service 

4. Updated General Information Sheet (GIS) 
and copy of amendments of the following, 
if any: 

¶ Securities and Exchange Commission 
(SEC) Certificate of Registration 

¶ SEC Articles of Incorporation and By-
Laws 

- one (1) photocopy 

Securities and Exchange Commission (SEC) 

5. Employment Generated Report for the 
previous year of operation ï one (1) 
original copy 

Client availing the service 

6. Proof of Financial Capability/Assets 
    i. Audited Financial Statement for the 
previous year of operation ï one (1) 
photocopy 

 
Auditing Firm of the Client availing the service 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submission by the 
client of the complete 
Documentary 
Requirements to the 

1. Receive from the 
client complete 
documentary 
requirements 

None 40 minutes Enterprise 
Regulations 
Officer Enterprise 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Customs Clearance 
Area (CCA). 

Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management and 
Health Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 1.1 Review the 
authenticity and 
accuracy of the 
documents 
submitted 

None  1 working day Enterprise 
Regulations 
Officer Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management and 
Health Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 1.2 Draft 
Certificate of 
Registration 
and 
endorsement 
to the 
President & 
CEO or to 
his/her 
alternate for 

None 2 hours VP for Regulatory 
Services 
Office for 
Regulatory 
Services 
 
Enterprise 
Regulations 
Officer Enterprise 
Regulations 
Division 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

approval & 
signing 

 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 1.3 Sign renewed 
Certificate of 
Registration 

None 1 working day President & CEO  
Office of the 
President and 
CEO 

2. Pay the required fees 2.  Receive 
payment and 
issue Official 
Receipt 

Filing Fee-
PhP2,000.00 
 
Processing Fee- 
Php2,000.00 
 
Certificate of 
Registration 
(CR) - 
Php4,000.00 
 
Endorsement to 
the Bureau of 
Internal 
Revenue (BIR) 
- Php1,000.00 

20 minutes Enterprise 
Regulations 
Officer Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management and 
Health Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

3. Receive duly signed 
Certificate of 
Registration 

3. Issue duly 
signed Certificate 
of Registration 

None 1 hour Enterprise 
Regulations 
Officer Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management and 
Health Services 
Division 
 
Enterprise 
Regulations 
Assistant 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 
Enterprise 
Regulations 
Division 

 TOTAL PhP9,000.00 2 working days 
and 4 hours 

 

 

3. Granting of New and Renewal of Existing Certificate of 
Accreditation or Permit to Operate 

 
Business entity who does business inside the Zone but holds office outside the PPFZ 
and recognized by PPMC as a business entity that complied with the minimum 
standards and basic legal requirements in the conduct of the establishment and 
operation must renew a Certificate of Accreditation.  
 
On the other hand, Permit to Operate (PTO) refers to the permit issued to a business 
entity doing business inside the PPFZ evidencing registration without incentives to 
PPFZ Business Enterprises. 
 

Office or Division: Office for Regulatory Services - Enterprise Regulations 

Classification: Simple 

Type of Transaction: G2B - Government to Business 

Who may avail: Any sole proprietorship, partnership, corporation, association or 
other form of business entity 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. PPFZ Application for Certificate of 
Accreditation Form ï one (1) original copy 

PPMC Customs Clearance Area ï Enterprise 
Regulations 

2. DTI Registration Certificate/ SEC 
Registration, if corporation/ Cooperative 
Development Authority (CDA) registration, 
for cooperatives ï one (1) photocopy 

Department of Trade and Industry (DTI); Securities 
and Exchange Commission (SEC); Cooperative 
Development Authority (CDA) 

2. BIR Form 2303/ BIR Certificate of 
Registration ï one (1) photocopy 

Bureau of Internal Revenue (BIR) 

3. Mayorôs Permit/Business Permit/Sublease 
Agreement with PPFZ Registered 
Enterprise ï one (1) photocopy 

City or municipality where the principal place of 
business of the client is located, or the equivalent 
document for Exclusive Economic Zones or Areas 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit PPFZ Application 
for Certificate of 
Accreditation and 

1. Receive 
application for 
accreditation or 

None 30 minutes Enterprise 
Regulations 
Officer Enterprise 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

complete Documentary 
Requirements to the 
Customs Clearance 
Area (CCA). 

permit to operate, 
including required 
documents 

Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management and 
Health Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 1.2 Review, evaluate 
and verify 
submitted 
documents 

None 1 hour Enterprise 
Regulations 
Officer Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management and 
Health Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 1.3. Prepare 
Certificate of 
Accreditation/P
ermit to 
Operate for 
approval and 
signing 

 

None 1 hour Enterprise 
Regulations 
Officer Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management and 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 
Health Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 1.4 Sign Certificate 
of Accreditation 
or Permit to 
Operate 

None 1 hour VP for Regulatory 
Services  
Office for 
Regulatory 
Services 
 
Enterprise 
Regulations 
Officer Enterprise 
Regulations 
Division 

2. Payment of prescribed 
Accreditation/Permit to 
Operate fee 

2. Receive payment 
and issue Official 
Receipt 

Processing Fee- 
Php2,000.00 
 
Endorsement to 
the Bureau of 
Internal 
Revenue (BIR) 
- Php1,000.00 
 
Certificate of 
Accreditation or 
Permit to 
Operate ï 
Php2,000.00 

10 minutes Enterprise 
Regulations 
Officer Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management and 
Health Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

3.  Receive duly signed 
Certificate of 
Accreditation/Permit to 
Operate 

3. Issue/Release 
Certificate of 
Accreditation/Per
mit to Operate 

None 20 minutes Enterprise 
Regulations 
Officer Enterprise 
Regulations 
Division 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 
Environment & 
Safety Officer 
Environmental 
Management and 
Health Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 TOTAL PhP5,000.00 4 hours  

 

4. Issuance of Permit to Bring-In Local Articles 
 
Permit issued pursuant to Section 15 of Republic Act No. 7227 s. 1992, as amended 
by Republic Act No. 9400 s. 2007, the Implementing Rules and Regulation and the 
provisions of the Customs Administrative Order (CAO 3-2001) for local articles brought 
inside the Poro Point Freeport Zone 
 

Office or Division: Office for Regulatory Services - Enterprise Regulations 

Classification: Simple 

Type of Transaction: G2B - Government to Business 

Who may avail: All duly registered enterprises inside and accredited enterprises 
doing business in the PPFZ. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1) Present upon application any of the following 
documents:  
Å Material/Supply List (or its equivalent) 
Å Official Purchase Order 
Å Official Delivery Receipt 
Å Official Commercial Invoice 
Å Cash Sales Invoice/Charge Sales Invoice 
Å Sales Invoice 
Å Order Slip 

Client availing the service 

2) Duly filled in and signed PPFZ Local 
Purchase Form ï four (4) original copies 

PPMC Customs Clearance Area ï Enterprise 
Regulations 

3) Duly filled in and signed PPFZ Request for 
Inspection Form ï four (4) original copies 

PPMC Customs Clearance Area ï Enterprise 
Regulations 



 
 

83 
 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Secure and submit 
duly accomplished 
Local Purchase Form 
(LPF) together with 
the documentary 
requirement  

  
 

1. Receive and 
review 
completeness 
of submitted 
documents and 
endorse for 
approval to 
authorized 
signatories. 

None 5 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 
 
Nurse 
Environmental 
Management 
and Health 
Services 

2. Secure and submit 
duly accomplished 
PPFZ Request for 
Inspection (RFI) 
Form indicating the 
date and time of 
arrival of the local 
article(s) 

2. Receive duly 
accomplished 
RFI and inspect 
the local 
article(s) or 
good(s) 

None 5 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 
 
Nurse 
Environmental 
Management 
and Health 
Services 

3. Pay processing fee. 3. Collect 
regulatory fee, 
issue official 
receipt, and affix 
PPMC dry seal to 
the duly signed 
Local Purchase 
Form  

Processing Fee 
ï Php250.00 

3 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

4. Receive copy of duly 
approved LPF and 
RFI 

4. Release of duly 
accomplished 
and approved 
LPF and RFI of 
inspected 
articles   

None 2 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 
 
Nurse 
Environmental 
Management 
and Health 
Services 

 TOTAL PhP250.00 15 minutes  

 

5. Issuance of Permit to Bring-In Imported Articles 
 
Permit issued pursuant to Section 15 of Republic Act No. 7227 s. 1992, as amended 
by Republic Act No. 9400 s. 2007, the Implementing Rules and Regulation and the 
provisions of the Customs Administrative Order (CAO 3-2001) for imported articles 
brought inside the Poro Point Freeport Zone 
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Office or Division: Office for Regulatory Services - Enterprise Regulations 

Classification: Complex 

Type of Transaction: G2B - Government to Business 

Who may avail: All duly registered enterprises doing business in the PPFZ. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Application for Permit to Bring-In (APBI) ï four (4) 
original copies 

PPMC Customs Clearance Area ï Enterprise 
Regulations 

2. Upon Application: 
a. Official Commercial Invoice (or its equivalent) 
ï one (1) original, three (3) photocopies 

b. Bill of Lading/Airway Bill ï one (1) original, 
three (3) photocopies 

 
Client availing the service  
 
Client availing the service 

3. Upon Arrival of Article/s: 
1. Permit to Bring-Out from the Port of Exit ï 
four (4) photocopies 

Client availing the service 

4. Duly filled in and signed PPFZ Request for 
Inspection Form ï four (4) original copies 

PPMC Customs Clearance Area ï Enterprise 
Regulations 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Secure and submit 
duly accomplished 
Application for Permit 
to Bring-In (APBI) 
together with the 
documentary 
requirements 

1. Brief applicant 
about the 
service. 

 
Receive and 
review 
completeness 
of submitted 
documents and 
endorse for 
approval to 
authorized 
signatories. 

None 5 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 1.1 Validate 
submitted 
documents, 

None 30 minutes VP for 
Regulatory 
Services  



 
 

87 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

affix signature 
and 
recommend 
approval of 
the President 
& CEO. 

Office for 
Regulatory 
Services 
 
Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 

 1.2 Review 
documents, 
approve and 
sign the APBI. 

None 4 hours President and 
CEO 
Office of the 
President and 
CEO  

2. Pay processing 
fee. 

2. Collect 
regulatory fee, 
issue official 
receipt, and affix 
PPMC dry seal to 
the APBI. 

Processing Fee  
 
For Commercial 
Use (Finished 
Articles for Sale) - 
PhP250.00 
 
For Non-
Commercial use 
(Raw Materials, 
Equipment for 
Processing, or 
Company Use) - 
Php100.00 
 
Scrap/ Waste - 
Php200.00 

5 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 2.1 Release duly 
approved 
APBI. 

None 5 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

3. Secure and 
submit duly 
accomplished 
Request for 
Inspection (RFI) 
Form and 
indicate the date 
and time of 
arrival of the 
articles  

3. Issue RFI. 
 

Receive duly 
accomplished 
RFI indicating the 
date and time of 
arrival of articles. 

None 5 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

4. Inform CCA 
authorized 
representative(s) and 
Bureau of Customs 
examiner(s) for the 
inspection proper at 

4. Inspect articles 
vis-à-vis 
supporting 
documents with 
the Bureau of 
Customs 

None 3 hours Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

the Customs 
Clearance Area when 
the applied articles 
has arrived at the 
PPFZ 

 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 4.1 Release 
articles and 
escort to 
destination. 

None 10 minutes Security Officer 
Zone Security 
and Public 
Safety 

 TOTAL Processing Fee  
 
For Commercial 
Use (Finished 
Articles for Sale) 
- PhP250.00 
 
For Non-
Commercial use 
(Raw Materials, 
Equipment for 
Processing, or 
Company Use) - 
Php100.00 
 
Scrap/ Waste - 
Php200.00 

1 working day  

 

6. Issuance of Permit to Bring Out Local Articles 
 
Permit issued pursuant to Section 15 of Republic Act No. 7227 s. 1992, as amended 
by Republic Act No. 9400 s. 2007, the Implementing Rules and Regulation and the 
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provisions of the Customs Administrative Order (CAO 3-2001) for local articles brought 
outside the Poro Point Freeport Zone 
 

Office or Division: Office for Regulatory Services - Enterprise Regulations 

Classification: Simple 

Type of Transaction: G2B - Government to Business 

Who may avail: All duly registered enterprises doing business in the PPFZ. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Application for Permit to Bring-Out 
(APBO) ï four (4) original copies 

PPMC Customs Clearance Area ï Enterprise 
Regulations 

2. Commercial Invoice, or its equivalent ï 
one (1) original, three (3) photocopies 

Client availing the service 

3. Previously used Permit to Bring-In 
Local Articles ï one (1) original copy, 
three (3) photocopies 

PPMC Customs Clearance Area ï Enterprise 
Regulations 

4. Duly filled in and signed PPFZ 
Request for Inspection Form ï four (4) 
original copies 

PPMC Customs Clearance Area ï Enterprise 
Regulations 

 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Secure and submit 
duly accomplished 
Application for Permit 
to Bring-Out (APBO) 
and the documentary 
requirements 
 

1. Brief applicant 
about the 
service. 

 
Receive and 
review 
completeness of 
submitted 
documents and 
endorse to the 
Vice President 
for Regulatory 
Services (VPRS) 
or his alternate 

None 
 

30 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 
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CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

 1.1 Review 
documents, 
approve and 
sign the APBO. 

None 4 hours VP for 
Regulatory 
Services  
Office for 
Regulatory 
Services 
 
Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 

2. Pay processing fee. 2. Collect 
regulatory fee, 
issue official 
receipt, and affix 
PPMC dry seal. 

Processing Fee  
 
With no 
commercial 
value ï 
Php100.00 
 
With 
Commercial 
Value 
*Up to 
USD10,000.00 
- PhP500.00 
 
*Above 
USD10,000.00 
- Php1,000.00 
 
Scrap/ Waste - 
Php200.00 

5 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 2.1 Release duly 
approved 
APBO. 

None  5 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
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CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

3. Secure and submit 
duly accomplished 
Request for 
Inspection (RFI) 
Form and indicate 
the date and time of 
arrival of the articles 
at the Customs 
Clearance Area 
(CCA). 

 

3. Issue and 
receive duly 
accomplished 
RFI indicating the 
date and time of 
arrival of articles 
at the CCA 

None 10 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 3.1 Inspect articles 
vis-à-vis 
supporting 
documents with 
the Bureau of 
Customs 

None 3 hours Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
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CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 3.2 Release articles 
and escort to 
destination. 

None 10 minutes Security Officer 
Zone Security 
and Public 
Safety 

 TOTAL Processing 
Fee   
 
With no 
commercial 
value ï 
Php100.00 
 
With 
Commercial 
Value 
*Up to 
USD10,000.00 
- PhP500.00 
 
*Above 
USD10,000.00 
- Php1,000.00 
 
Scrap/ Waste - 
Php200.00 

1 working day  
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7. Issuance of Permit to Bring Out Imported Articles 
 
Permit issued pursuant to Section 15 of Republic Act No. 7227 s. 1992, as amended 
by Republic Act No. 9400 s. 2007, the Implementing Rules and Regulation and the 
provisions of the Customs Administrative Order (CAO 3-2001) for imported articles 
brought outside the Poro Point Freeport Zone 
 

Office or Division: Office for Regulatory Services - Enterprise Regulations 

Classification: Complex 

Type of Transaction: G2B - Government to Business 

Who may avail: All duly registered enterprises doing business in the PPFZ. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Application for Permit to Bring-Out (APBO) ï 
four (4) original copies 

PPMC Customs Clearance Area ï Enterprise 
Regulations 

2. Commercial Invoice, or its equivalent ï one 
(1) original copy, three (3) photocopies 

Client availing of the service 

3. Packing List ï one (1) original copy, three (3) 
photocopies 

Client availing of the service 

4. Purchase Order ï one (1) original copy, three 
(3) photocopies 

Client availing of the service 

5. Proof of Payment of Duties and Taxes ï one 
(1) original copy, three (3) photocopies  

Client availing of the service 

6. Permit to Bring-In from other tax-exempt 
territory (if applicable) ï one (1) original copy, 
three (3) photocopies 

Client availing of the service 

7. Duly filled in and signed PPFZ Request for 
Inspection Form ï four (4) original copies 

PPMC Customs Clearance Area ï Enterprise 
Regulations 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Secure and submit 
duly accomplished 
Application for Permit 
to Bring-Out (APBO) 
and the documentary 
requirements  

 

1. Brief applicant 
about the 
service 

 
Receive and 
review 
completeness 
of submitted 
documents and 
endorse to 
PPMC 
approving 
signatories 

None 30 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 1.1 Review 
documents, 
approve and 
sign the 
APBO. 

None 4 hours President and 
CEO  
Office of the 
President and 
CEO 
 
VP for 
Regulatory 
Services  
Office for 
Regulatory 
Services 

2. Pay processing fee. 2. Collect 
regulatory fee, 
issue official 
receipt, and 
affix PPMC dry 
seal. 

Processing Fee  
 
With no 
commercial 
value ï 
Php100.00 
 
With 
Commercial 
Value 
*Up to 
USD10,000.00 
- PhP500.00 
 
*Above 
USD10,000.00 
- Php1,000.00 
 
Scrap/ Waste - 
Php200.00 

5 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 2.1 Release duly 
approved 
APBO. 

None 5 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

3. Secure and submit 
duly accomplished 
Request for 
Inspection (RFI) 
Form and indicate 
the date and time of 
arrival of the articles 
at the Customs 
Clearance Area 
(CCA). 

 

3. Issue and 
receive duly 
accomplished 
RFI indicating 
the date and 
time of arrival 
of articles at the 
CCA 

None 10 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 3.1 Inspect 
articles vis-à-
vis supporting 
documents 
with the 
Bureau of 
Customs 

None  3 hours Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 3.2 Release 
articles and 
escort to 
destination. 

None 10 minutes Security Officer 
Zone Security 
and Public 
Safety 

 TOTAL Processing 
Fee  
 
With no 
commercial 
value ï 
Php100.00 
 
With 
Commercial 
Value 
*Up to 
USD10,000.00 
- PhP500.00 
 
*Above 
USD10,000.00 

1 working day  
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

- Php1,000.00 
 
Scrap/ Waste - 
Php200.00 

 
 
8. Issuance of Import Permit 
 
Permit issued pursuant to Section 15 of Republic Act No. 7227 s. 1992, as amended 
by Republic Act No. 9400 s. 2007, the Implementing Rules and Regulation and the 
provisions of the Customs Administrative Order (CAO 3-2001) for all importations 
needed by the Registered Enterprise in its operations inside the Poro Point Freeport 
Zone such as raw materials, machineries, spare parts, supplies and other articles, 
directly involved with its operations are exempt from the payment of import/customs 
duties and internal revenue taxes. 
 

Office or Division: Office for Regulatory Services - Enterprise Regulations 

Classification: Complex 

Type of Transaction: G2B - Government to Business 

Who may avail: All duly registered enterprises doing business in the PPFZ. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Application of Import Permit (AIP) ï four (4) original 
copies 

PPMC Customs Clearance Area ï 
Enterprise Regulations 

2. Upon Application: 

¶ Letter of Intent ï one (1) original copy, three (3) 
photocopies 

¶ Pro-forma or Commercial Invoice, or its 
equivalent ï one (1) original copy, three (3) 
photocopies 

¶ Purchase Order ï one (1) original copy, three (3) 
photocopies 

 
Client availing of the service 
Client availing of the service 
 
Client availing of the service 

3. Upon Arrival of Shipment: 

¶ Packing List ï four (4) photocopies  

¶ Proof of Payment of Duties and Taxes ï four (4) 
photocopies 

¶ Permit to Bring-In from other tax-exempt territory 
(if applicable) ï four (4) photocopies 

 
Client availing of the service 
Client availing of the service 
 
Client availing of the service 

4. Duly filled in and signed PPFZ Request for Inspection 
Form ï four (4) original copies 

PPMC Customs Clearance Area ï 
Enterprise Regulations 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESS
ING TIME 

PERSON 
RESPONSIBLE 

1. Submit the approved 
and signed by the 
PPMC President and 
CEO the following 
documentary 
requirements:   

 
Upon Application: 

¶ Letter of Intent 
addressed to the 
President & CEO 

¶ Pro-forma or 
Commercial Invoice 
(or its equivalent) 

¶ Purchase Order 
 
Upon Arrival of 
Shipment: 

¶ Packing List 

¶ Proof of Payment 
of Duties and 
Taxes 

¶ Permit to Bring-In 
from other tax-
exempt territory (if 
applicable) 

1. Receive and 
review 
submitted 
documents  
 

Issue 
Application of 
Import Permit 
(AIP). 

None 30 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

2. Submit duly filled in 
and signed 
Application of Import 
Permit (AIP) 
accomplished in 6 
copies 

2. Receive and 
review 
completeness 
of submitted 
documents 
and endorse 
for approval to 
authorized 
signatories. 

None 10 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESS
ING TIME 

PERSON 
RESPONSIBLE 

Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 2.1 Review 
documents, 
approve and 
sign the AIP. 

None 4 hours President and 
CEO  
Office of the 
President and 
CEO 
 
VP for 
Regulatory 
Services  
Office for 
Regulatory 
Services 

3. Pay processing fee. 3. Collect 
regulatory fee, 
issue official 
receipt, and 
affix PPMC 
dry seal. 

Processing Fees: 
 

 
Processing 
Fee 
With No 
Commercial 
Value 
 
With 
Commercial 
Value 
Up to 
US$1,000.00 
 
US$1,001.00 
to 
US$10,000.0
0 
 
US$10,001.0
0 to 
US$50,000.0
0 
 
US$50,001.0
0 to 
US$100,000.
00 
 
US$100,001.
00 to 

 
Php300.00 

 
 
 

100.00 
 
 
 
 

 
       100.00 

 
 

 
150.00 

 
 
 
 

300.00 
 
 
 
 

350.00 
 
 
 
 

5 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESS
ING TIME 

PERSON 
RESPONSIBLE 

US$500,000.
00 
 
Over 
US$500,000.
00 

500.00 
 
 
 
 

700.00 

Wit
hout 
an 
App
rove
d 
Per
mit 

1
st 
O
ff
e
n
s
e 

50,000.00 
or 1% of the 

invoice value of 
goods/items, 
whichever is 

higher 

2
nd 
O
ff
e
n
s
e 

Php 100,000.00 
or 1% of the 

invoice value of 
goods/items, 
whichever is 

higher 

3r

d 
O
ff
e
n
s
e 

200,000.00 and 
Termination of 

Lease/Sub-
Lease 

Agreement/Con
tract 

 
Importation of Tax-
Exempt Vehicles 
(TEVs) 

Processing 
Fee 

Php 880.00 

Transfer of 
Ownership 

1% on the 
gross sale 
and/or 
compensatio
n received in 
consideratio
n of the sale, 
assignment 
or transfer of 
any TEV or 
Php8,800.00
, whichever 
is higher 

 
Importation of Motor 
Vehicles 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESS
ING TIME 

PERSON 
RESPONSIBLE 

TYPE Processing 
Fee 

used 
Trucks, 
Special 
Purpose 
Vehicle 
(SPV) and 
buses 

4,000.00 per 
unit 

Industrial/
Heavy 
Equipment 

8,000.00 per 
unit 

 

 3.1 Release duly 
approved 
AIP. 

None 5 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

4. Submit duly approved 
AIP to the Bureau of 
Customs for 
revalidation. 

4. Receive duly 
approved AIP 

None 5 minutes Bureau of 
Customs 

5. Secure and submit 
duly accomplished 
Request for 
Inspection (RFI) 
Form and indicate 
the date and time of 
arrival of the articles 

5. Issue RFI. 
 

Receive duly 
accomplished 
RFI indicating 
the date and 

None 5 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESS
ING TIME 

PERSON 
RESPONSIBLE 

at the Customs 
Clearance Area 
(CCA) 

time of arrival 
of articles  

Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

6. Inform Joint 
Inspection Team (*) 
of the date and time 
of arrival of articles at 
CCA 

 
  

6. Inspect articles 
vis-à-vis 
supporting 
documents 

 
Sign and issue 
Clearance  

 
Release 
Articles 

None 3 hours * Joint 
Inspection Team 
- Bureau of 
Customs 
Representative 
 - Enterprise 
Regulations 
Office 
Representative 
- Security & 
Safety Office 
Representative 

 TOTAL Processing Fees: 
 

 
Processing 
Fee 
With No 
Commercial 
Value 
 
With 
Commercial 
Value 
Up to 
US$1,000.00 
 
US$1,001.00 
to 
US$10,000.0
0 
 

 
Php300.00 

 
 
 

100.00 
 
 
 
 

 
       100.00 

 
 

 
150.00 

 
 
 

1 working 
day 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESS
ING TIME 

PERSON 
RESPONSIBLE 

US$10,001.0
0 to 
US$50,000.0
0 
 
US$50,001.0
0 to 
US$100,000.
00 
 
US$100,001.
00 to 
US$500,000.
00 
 
Over 
US$500,000.
00 

 
300.00 

 
 
 
 

350.00 
 
 
 
 

500.00 
 
 
 
 

700.00 

Wit
hout 
an 
App
rove
d 
Per
mit 

1
st 
O
ff
e
n
s
e 

50,000.00 
or 1% of the 

invoice value of 
goods/items, 
whichever is 

higher 

2
nd 
O
ff
e
n
s
e 

Php 100,000.00 
or 1% of the 

invoice value of 
goods/items, 
whichever is 

higher 

3r

d 
O
ff
e
n
s
e 

200,000.00 and 
Termination of 

Lease/Sub-
Lease 

Agreement/Con
tract 

 
Importation of Tax-
Exempt Vehicles 
(TEVs) 

Processing 
Fee 

Php 880.00 

Transfer of 
Ownership 

1% on the 
gross sale 
and/or 
compensatio
n received in 
consideratio



 
 

105 
 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESS
ING TIME 

PERSON 
RESPONSIBLE 

n of the sale, 
assignment 
or transfer of 
any TEV or 
Php8,800.00
, whichever 
is higher 

 
Importation of Motor 
Vehicles 

TYPE Processing 
Fee 

used 
Trucks, 
Special 
Purpose 
Vehicle 
(SPV) and 
buses 

4,000.00 per 
unit 

Industrial/
Heavy 
Equipment 

8,000.00 per 
unit 

 

 

9. Issuance of Export Clearance 
 
Permit issued pursuant to Section 15 of Republic Act No. 7227 s. 1992, as amended 
by Republic Act No. 9400 s. 2007, the Implementing Rules and Regulation and the 
provisions of the Customs Administrative Order (CAO 3-2001) for all exportations 
needed by the Registered Enterprise in its operations inside the Poro Point Freeport 
Zone such as raw materials, machineries, spare parts, supplies and other articles, 
directly involved with its operations are exempt from the payment of export/customs 
duties and internal revenue taxes. 
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Office or Division: Office for Regulatory Services - Enterprise Regulations 

Classification: Complex 

Type of Transaction: G2B - Government to Business 

Who may avail: All duly registered enterprises doing business in the PPFZ. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Export Declaration Form filed with DTI ï four 
(4) photocopies 

Department of Trade and Industry (DTI) 

2. Application for Export Clearance ï four (4) 
original copies 

PPMC Customs Clearance Area ï Enterprise 
Regulations 

3. For Export: 

¶ Commercial Invoice or its equivalent ï 
one (1) original copy, three (3) 
photocopies 

¶ Packing List ï one (1) original copy, three 
(3) photocopies 

¶ Purchase Orderï one (1) original copy, 
three (3) photocopies 

¶ Commodity Clearance from the 
Government Agency involved ï one (1) 
original copy, three (3) photocopies 

¶ Boat Note ï one (1) original copy, three 
(3) photocopies 

¶ Letter of Authorization for the 
Representative/Agent handling the 
shipment ï one (1) original copy, three 
(3) photocopies 

 
Client availing of the service 
 
Client availing of the service 
Client availing of the service 
Client availing of the service 
 
 
Client availing of the service 
Client availing of the service 

4. For Re-Export: 

¶ Commercial Invoice or its equivalent ï 
one (1) original copy, three (3) 
photocopies 

¶ Packing List ï one (1) original copy, three 
(3) photocopies 

¶ Approved re-export letter from the Bureau 
of Customs ï one (1) original copy, three 
(3) photocopies 

¶ Import documents (single administrative 
declaration, invoice, tally sheet, bill of 
lading) ï one (1) original copy, three (3) 
photocopies 

¶ Clearance/permit from other government 
agencies (if necessary) ï one (1) original 
copy, three (3) photocopies 

 
Client availing of the service 
 
 
Client availing of the service 
 
Bureau of Customs 
 
 
Client availing of the service 
 
 
 
Client availing of the service 

5. Duly filled in and signed PPFZ Request for 
Inspection Form ï four (4) original copies 

PPMC Customs Clearance Area ï Enterprise 
Regulations 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. File Application for 
Export Clearance 
(PPMC Form) and 
submit to PPMC with 
supporting documents 

1. Issue 
Application of 
Export 
Clearance 
(AEC) 

None 10 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 1.1 Receive 
and review 
completeness 
of submitted 
documents 
and endorse 
for approval to 
authorized 
signatories 

None 15 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Regulations 
Division 

 1.2 Review 
documents, 
approve and 
sign the AEC. 

None 4 hours President and 
CEO  
Office of the 
President and 
CEO 
 
VP for 
Regulatory 
Services  
Office for 
Regulatory 
Services 

 1.3 Release duly 
approved AEC. 

None 10 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

2. Submit duly approved 
AEC to the Bureau of 
Customs for revalidation. 

2. Receive duly 
approved AEC  

None 5 minutes Bureau of 
Customs 

3. Secure and submit duly 
accomplished Request 
for Inspection (RFI) 
Form and indicate the 

3. Issue and 
receive duly 
accomplished 
RFI indicating 

None 10 minutes Enterprise 
Regulations 
Officer 
Enterprise 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

date and time of arrival 
of the articles at the 
Customs Clearance 
Area (CCA). 

 

the date and 
time of arrival 
of articles at 
the CCA 

Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

4. Inform Joint Inspection 
Team (*) of the date 
and time of arrival of 
articles at CCA 

4. Inspect articles 
vis-à-vis 
supporting 
documents 

 
Sign and issue 
Clearance  

 

None 3 hours Joint Inspection 
Team 
* Joint 
Inspection Team 
- Bureau of 
Customs 
Representative 
- Enterprise 
Regulations 
Office 
Representative 
- Security & 
Safety Office 
Representative  

 4.1 Release 
articles and 
escort to 
destination. 

None 10 minutes Security Officer 
Zone Security 
and Public 
Safety 

 TOTAL None 1 working day  

 

10. Issuance of Gate Pass 
 
Permit issued pursuant to Section 15 of Republic Act No. 7227 s. 1992, as amended 
by Republic Act No. 9400 s. 2007, the Implementing Rules and Regulation and the 
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provisions of the Customs Administrative Order (CAO 3-2001) for tools and equipment 
brought inside or outside the Poro Point Freeport Zone. 
 

Office or Division: Office for Regulatory Services - Enterprise Regulations 

Classification: Simple 

Type of Transaction: G2B - Government to Business 

Who may avail: All suppliers/ contractors/ service providers/ consultants of duly 
registered/accredited enterprise in the PPFZ. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Application for Gate Pass ï four (4) original 
copies 

PPMC Customs Clearance Area ï Enterprise 
Regulations 

2. Nomenclature/ Description of Articles/ 
Equipment ï to be written in the Gate 
Pass Form 

Client availing the service 

 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. File application for 
Gate Pass. Hence, all 
articles/ equipment 
bound for the PPFZ 
Registered Enterprise 
shall be substantiated 
with the nomenclature/ 
description of the 
same; while articles/ 
equipment brought out 
from the PPFZ 
Registered Enterprise 
shall be confirmed by 
a gate pass or 
authorization/ 
certification from the 
PPFZ Registered 
Enterprise. 

1. Brief applicant of 
the service 

 
Receive and 
evaluate the 
application 
together with the 
supporting 
documents 

None 2 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

2. Submit duly 
accomplished gate 
pass. 

2. Receive duly 
accomplished gate 
pass and endorse 
for evaluation. 

None 3 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
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CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 2.1 Validate 
document, affix 
signature, and 
recommend 
approval of 
authorized 
signatory. 

None 5 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 2.2 Review 
document and 
approve 
application 

None 5 minutes VP for 
Regulatory 
Services  
Office for 
Regulatory 
Services 
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CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 
Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

3. Pay processing fee. 3. Collect regulatory 
fees and issue 
official receipt. 

Processing 
Fee ï 
Php100.00 

5 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 6.1 Inspect 
articles/equipm
ent. 
 
Release 
articles/ 
equipment. 

None 5 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 



 
 

113 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 TOTAL PhP100.00 25 minutes  

 

11. Issuance of Certified True Copy of permit(s) issued at the 
Customs Clearance Area 

 
Authentic copy of permit issued in relation to Section 15 of Republic Act No. 7227 s. 
1992, as amended by Republic Act No. 9400 s. 2007, the Implementing Rules and 
Regulation and the provisions of the Customs Administrative Order (CAO 3-2001) for 
any legal purpose/intent that the PPFZ Enterprise may need. 
 

Office or Division: Office for Regulatory Services - Enterprise Regulations 

Classification: Simple 

Type of Transaction: G2B - Government to Business 

Who may avail: All suppliers/ contractors/ service providers/ consultants of duly 
registered/accredited enterprise in the PPFZ. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Copy of permit(s) to be certified ï number of 
copies depending on the request of the client 

Client availing of the service 
 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Provide copy of permit 
issued by PPMC for 
authentication or 
request for a Certified 
True Copy 

1. Brief applicant 
of the service 

 
Receive and 
evaluate the 

None 4 minutes Enterprise 
Regulations 
Officer 
Enterprise 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

application 
together with 
the copy of 
permit to be 
certified. 

Regulations 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 1.1 Stamp the 
certification 
mark in the 
permit and 
secure 
approval/sign
ature from 
authorized 
PPMC Official 

None 10 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 1.2 Sign the 
permit to be 
certified as 
true copy 

None 10 minutes President and 
CEO  
Office of the 
President and 
CEO 
 
VP for 
Regulatory 
Services  
Office for 
Regulatory 
Services 

2. Pay processing fee. 2. Collect 
regulatory fees 
and issue 
official receipt. 

Processing Fee 
ï PhP50.00 per 
page 

4 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

Environment 
and Safety 
Officer 
Environmental 
Management 
and Health 
Services 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

3. Receive duly certified 
true copy of the permit 

3. Issue the 
certified true 
copy of the 
permit 
requested 

None 2 minutes Enterprise 
Regulations 
Officer 
Enterprise 
Regulations 
Division 
 
Environment & 
Safety Officer 
Environmental 
Management 
and Health 
Services 
Division 
 
Enterprise 
Regulations 
Assistant 
Enterprise 
Regulations 
Division 

 TOTAL Processing 
Fee ï 

PhP50.00 per 
page 

30 minutes  
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Office for Regulatory Services  

 Environmental Management and Health Services 

    External Services 
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1. Endorsement letter for application of Environmental 
Compliance Certificate (ECC) or Certificate of Non-coverage 
(CNC) to DENR-EMB Region I 
 
Endorsement letter for application of Environmental Compliance Certificate 
(ECC) or Certificate of Non-coverage (CNC) to DENR-EMB Region I 

 

Office or Division: Office for Regulatory Services - Environmental Management and Health 
Services 

Classification: Simple 

Type of Transaction: G2B - Government to Business 

Who may avail: Any person, firm, association, partnership, corporation or any form of 
business organization to be registered to do business in the PPFZ. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Request Letter ï one (1) original copy Client availing of the service 

2. Project Description Report (PDR) ï 
one (1) original copy 

Department of Environment and Natural Resources 
through the Environmental Management Bureau 
(DENR-EMB) Region I 

3. Environmental Performance Report 
and Management Report (EPRMR) or 
Environmental Impact Statement (EIS) 
ï one (1) original copy 

Department of Environment and Natural Resources 
through the Environmental Management Bureau 
(DENR-EMB) Region I 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submits request 
letter including the 
PDR, IEE, EPRMP 
or EIS 

1. Provide the client 
with a briefing on 
the service and 
its requirements  

None 1 hour Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

2. If incomplete, 
submit additional 
information 

 

2. Receive from the 
client complete 
requirements. 

None 1 hour Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 2.1 Review and 
Verify 

None 5 hours Environment and 
Safety Officer 
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information / data 
submitted 

 

 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 2.2 Evaluate 
Application  

 

None 2 days Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 2.3 Sign the 
endorsement 
letter 

None 30 min Vice President for 
Regulatory 
Services 
Office for 
Regulatory 
Services 

3. Receive duly 
signed 
endorsement letter 

3. Issue the sign 
endorsement 
letter  

None  30 min Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 TOTAL None 3 working days  

Note: Applicant to provide a copy of ECC or CNC to ORS-EMHS 

 

2. Endorsement letter for application of Tree Cutting Permit to DENR 

ï Region I 

Endorsement letter for application of Tree Cutting Permit to DENR ï Region I 

Office or Division: Office for Regulatory Services - Environmental Management and Health 
Services 

Classification: Simple 
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Type of Transaction: G2B - Government to Business 

Who may avail: Any person, firm, association, partnership, corporation or any form of 
business organization to be registered to do business in the PPFZ. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Request letter ï one (1) original copy Client availing the service 

2. Site development plan indicating the 
exact location of trees ï one (1) original 
copy 

Client availing the service 

3. Tree inventory ï one (1) original copy Client availing the service 

4. Photos of Trees affected ï one (1) 
original copy 

Client availing the service 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submits request 
letter including the 
needed 
requirements 

1. Provide the client 
with a briefing on 
the service and its 
requirements  

None 1 hour Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

2. If incomplete, 
submit additional 
information 

2. Receive from the 
client complete 
requirements 

None 1 hour Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 2.1 Review and 
Verify 
information / 
data submitted 

 

None 5 hours Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 2.2 Evaluate 
Application  

 

None 2 days Environment and 
Safety Officer 
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Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 2.3 Sign the 
endorsement 
letter 

None 30 min Vice President for 
Regulatory 
Services 
Office for 
Regulatory 
Services 

3. Receive duly 
signed 
endorsement letter 

3. Issue the signed 
endorsement letter  

None  30 min Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 TOTAL None 3 working days  

Note: Applicant to provide a copy of Tree Cutting Permit 

 

3. Submission of Annual Medical Report to Department of Labor and 

Employment (DOLE) Region 1 

Submission of Annual Medical Report to Department of Labor and Employment 

(DOLE) Region 1 

Office or Division: Office for Regulatory Services - Environmental Management and Health 
Services 

Classification: Complex 

Type of Transaction: G2G - Government to Government  

Who may avail: Department of Labor and Employment (DOLE) Region 1  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Annual Medical Report Checklist (Report 
on Diseaseôs for the present calendar 
year) ï one (1) original copy 

2. Annual Medical Report Form (AMRF) - 
one (1) original copy 

Department of Labor and Employment (DOLE) 
Region 1 
 
Department of Labor and Employment (DOLE) 
Region 1 
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CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Issuance of the 
Annual Medical 
Report Checklist 
(AMRC) and Annual 
Medical Report Form. 

1. Receive checklist 
and form  

 
Provide the 
employees with a 
briefing in the 
accomplishing 
the AMRC 

None 3 hours Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 
 

1.1 Collection and 
consolidation of 
accomplished 
AMRC 

None 3 days Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 1.2 Accomplish the 
Annual Medical 
Report Form 
(AMRF) from 
DOLE R1 

None 3 hours Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 1.3 Review and 
evaluate the 
AMR 

None 3 days Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 1.4 Sign the AMRF None 30 minutes Vice President for 
HR & 
Administration 
Office for HR and 
Administration 
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Nurse 
Environmental 
Management and 
Health Services 

2. Receive duly signed 
Annual Medical 
Report 

2. Submit the signed 
AMR 

None 1 hour and 30 
minutes 

Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 TOTAL None 7 Working 
Days 

 

 
 

4.  Assist DOLE Region 1 in ensuring the compliance of Locators 
with Occupational Safety and Health Standards 

 
Assist DOLE Region 1 in ensuring the compliance of Locators with Occupational 
Safety and Health Standards 

 

Office or Division: Office for Regulatory Services - Environmental Management and Health 
Services 

Classification: Highly Technical 

Type of Transaction: G2G - Government to Government  

Who may avail: Department of Labor and Employment (DOLE) Region 1  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Request letter ï one (1) original copy Department of Labor and Employment (DOLE) 
Region 1 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Submit Request 
letter 

1. Receive letter 
and inform 
Locators for the 
compliance and 
Quarterly 
inspection of 
Occupational 
Safety and Health 
Standards  

None 1 day Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 
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1.1 Prepare the 
inspection 
checklist 

 

None 3 hours Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 1.2 Conduct 
quarterly 
inspection 

 

None 7 days Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 1.3 Fill-up the 
inspection 
checklist 

None 4 hours Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 1.4 Evaluate and 
review the 
inspection 
checklist  

None 5 days VP for Regulatory 
Services 
Office for 
Regulatory 
Services 
 
Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 1.5 Sign the 
inspection 

None 30 minutes VP for Regulatory 
Services 
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checklist to be 
issued on the 
next quarterly 
Locators 
meeting 

Office for 
Regulatory 
Services  
 
Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

2. Receive duly 
signed Monthly 
Inspection 
Checklist 

2. Issue the signed 
inspection 
checklist and 
brief locators 
regarding the 
result of the 
inspection 

None 30 minutes Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 TOTAL None 14 Working 
Days 

 

 
  

5. Coordination with hospitals and medical specialist to address 

stakeholders/employees needs 

Coordination with hospitals and medical specialist to address 
stakeholders/employees needs 
 

Office or Division: Office for Regulatory Services - Environmental Management and Health 
Services 

Classification: Simple 

Type of Transaction: G2B - Government to Business 

Who may avail: Stakeholders and Employees inside the Poro Point Freeport Zone 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

No Documentary Requirements Not Applicable 
 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Inform PPMC 
Representative 

1. Receive verbal 
request of 

None 1 hour Environment and 
Safety Officer 
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Stakeholders or 
Employees 

Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 
 

1.1 Get the 
necessary 
information 
regarding on 
the medical 
condition of the 
patient 

None 1 hour Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 1.2 Coordinate / 
call the hospital 
or medical 
specialist for 
medical 
consultation. 

None 2 hours Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 1.3 Ambulance 
coordination for 
the 
transportation 
of the patient if 
needed. 

None 1 hour Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 1.4 Transport 
patient to the 
chosen health 
care facility.  

None 1 hour Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 
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 1.5 Endorse the 
patient to the 
chosen health 
care facility. 

None 1 hour Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 1.6 Record the 
patientôs care 
and 
management 
done during the 
consultation. 

 1 hour Environment and 
Safety Officer 
Environmental 
Management and 
Health Services 
 
Nurse 
Environmental 
Management and 
Health Services 

 TOTAL None 1 Working Day  

 

6. Emergency Response to incidents within the Poro Point Freeport 
Zone 

 
Emergency Response to incidents within the Poro Point Freeport Zone 
 

Office or 
Division: 

Office for Regulatory Services - Environmental Management and Health 
Services 

Classification: Simple 

Type of 
Transaction: 

G2B - Government to Business 

Who may avail: Stakeholders and Employees inside the Poro Point Freeport Zone 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Incident Report ï one (1) original 
copy 

Client availing the service 

2. Emergency Response Form ï 
one (1) original copy  

PPMC Customs Clearance Area ï Environmental 
Management & Health Services 

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON RESPONSIBLE 

1. Report the 
incident 

1. Receive incident 
report and get 
necessary 
information 

None 1 minute 
 
 
 
 

Environment and Safety 
Officer 
Environmental Management 
and Health Services 
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regarding the 
incident 

 
 

Nurse 
Environmental Management 
and Health Services 

 1.1 Emergency 
Response 
Team mobilize 
and respond 

None 3 minutes Environment and Safety 
Officer 
Environmental Management 
and Health Services 
 
Nurse 
Environmental Management 
and Health Services 

 1.2 Assessment 
and administer 
first aid of the 
victim before 
transporting 

None 3 minutes Environment and Safety 
Officer 
Environmental Management 
and Health Services 
 
Nurse 
Environmental Management 
and Health Services 

 1.3 Transport 
patient to the 
nearest health 
care facility, if 
necessary. 

None 5 minutes 
(nearest 
hospital) 

Environment and Safety 
Officer 
Environmental Management 
and Health Services 
 
Nurse 
Environmental Management 
and Health Services 

 1.4 Endorse the 
patient to the 
chosen health 
care facility. 

None 2 minutes Environment and Safety 
Officer 
Environmental Management 
and Health Services 
 
Nurse 
Environmental Management 
and Health Services 

 1.5 Record the 
patientôs care 
and 
management 
done at the 
health care 
facility. 

None 3 minutes Environment and Safety 
Officer 
Environmental Management 
and Health Services 
 
Nurse 
Environmental Management 
and Health Services 

 TOTAL None 17 minutes  
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Office for Regulatory Services  

 Zone Security and Public Safety 

  External Services 
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1. Provision of Emergency Response 

The Provision of Emergency Response provided to any person to include 
employees, incoming guest and visitors is one way of promoting good customers 
satisfaction in terms of emergency response inside Poro Point Freeport Zone 

 

Office or Division: Office for Regulatory Services - Zone Security and Public Safety 

Classification: Simple 

Type of Transaction: G2G - Government to Government  
G2B - Government to Business 

Who may avail: Any person, firm association, partners, corporation or any form of 
business organization regardless of nationality. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Identification Card of Client (GSIS, SSS, 
Philhealth, Passport, Driverôs License, 
Residence Certificate, or any government-
issued IDs) ï Present original 
Identification Card 

Client availing of the service 

CLIENTS STEPS AGENCY ACTIONS FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Request for 
assistance/emergency 
response. 

 
Ask for 
direction/location 
Locates 
Office/Department 
concerned or see 
personnel concerned. 

1. Gets details, calls 
from concerned 
office/personnel. 

None 2 minutes Senior Security 
Officer 
Zone Security and 
Public Safety 
 
Security Officer  
Zone Security and 
Public Safety 
  

1.1 Provide the 
needed 
emergency 
response like 
nurse, 
ambulance and 
bring affected 
person/s to the 
nearest hospital 
if necessary.    

None 8 minutes Senior Security 
Officer 
Zone Security and 
Public Safety 
 
Security Officer  
Zone Security and 
Public Safety 
  

TOTAL  None 10 Minutes  
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2. Conduct of Incident Investigation  

Conduct of Incident Investigation is one way of promoting good customers 

satisfaction inside Poro Point Freeport Zone. 

Office or Division: Office for Regulatory Services - Zone Security and Public Safety 

Classification: Simple 

Type of 
Transaction: 

G2G - Government to Government  
G2B - Government to Business 

Who may avail: Any person, firm association, partners, corporation or any form of 
business organization regardless of nationality. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Identification Card of Client (GSIS, 
SSS, Philhealth, Passport, Driverôs 
License, Residence Certificate, or 
any government-issued IDs) ï 
Present original Identification Card 

Client availing of the service 

CLIENTS STEPS AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Request for 
Incident 
Investigation/make 
inquiries. 

 

1. Gets details, calls 
from concerned 
office/personnel.  

None 5 minutes Senior Security Officer 
Zone Security and 
Public Safety 
 
Security Officer  
Zone Security and 
Public Safety  

2. Ask for 
direction/location 

 

2. Guides the client 
to the 
Office/Department 
concerned/Issues 
Visitors Pass 
when necessary 

None 2 minutes Senior Security Officer 
Zone Security and 
Public Safety 
 
Security Officer  
Zone Security and 
Public Safety  

3. Locates 
Office/Department 
concerned or see 
personnel 
concerned 

3. Ensures client 
locate appropriate 
office/department 
or personnel to be 
contacted 

None 3 minutes Senior Security Officer 
Zone Security and 
Public Safety 
 
Security Officer  
Zone Security and 
Public Safety  

4. Request for 
Incident 
Investigation  

4. Conducts 
investigation of 
the Incident 

None 4 hours Senior Security Officer 
Zone Security and 
Public Safety 
 
Security Officer  



 
 

131 
 

Zone Security and 
Public Safety  

5. Gets Incident 
Investigation 
Report 

5. Makes the 
needed Incident 
Investigation 
Report 

None 3 hours 50 
minutes 

Senior Security Officer 
Zone Security and 
Public Safety 
 
Security Officer  
Zone Security and 
Public Safety 

TOTAL None 1 Working 
Day 

 

 

 
3. Submission of Vessel Status Report to the Philippine National 

Police (PNP) and Other Government Agencies 
 

Submission of Vessel Status Report to the Philippine National Police (PNP) and 

Other Government Agencies 

Office or Division: Office for Regulatory Services - Zone Security and Public Safety 

Classification: Simple 

Type of Transaction: G2G - Government to Government 

Who may avail: Philippine National Police (PNP) and Other Government Agencies 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Request Form ï one (1) original copy PPMC Security Operations Center 

2. Seaport Monitoring Reports/Inbound and 
Outbound Tally Sheet 

PPMC Security Operations Center 

  
CLIENTS STEPS AGENCY ACTIONS FEES TO 

BE PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Secure and submit 
duly accomplished 
request form to the 
Security Operations 
Center 

1. Provide the client 
with a briefing on 
the service and 
requirement. 

 
Issue request 
form. 

None 2 minutes Security Officer  
Zone Security 
and Public 
Safety 

 
1.1 Receive and 

review the 
authenticity and 
accuracy of the 
document 
submitted. 

None 3 minutes Security Officer  
Zone Security 
and Public 
Safety 
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1.2 Prepare and print 

the document 
requested. 

None 10 minutes Security Officer  
Zone Security 
and Public 
Safety 

2. Receive the 
requested 
document(s) and 
sign the request form 
and security log 
book. 

2. Release the 
requested 
document. 

None 2 minutes Security Officer  
Zone Security 
and Public 
Safety 

TOTAL None 17 minutes  
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Office for Regulatory Services 

 Zone Security and Public Safety 

  Internal Services 
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1. Conduct of Background Investigation 

The Conduct of Background Investigation provided to PPMC HR-Admin or any 

other Department is one way of giving assistance to concerned departments in 

ensuring that applicants or persons subject of background investigation are fully 

checked before being hired or allowed entry at the Poro Point Management 

Corporation. 

Office or 
Division: 

Office for Regulatory Services - Zone Security and Public Safety 

Classification: Complex 

Type of 
Transaction: 

G2G - Government to Government 

Who may avail: Office for HR and Administration and other PPMC Offices  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Written Request for Background Investigation 
ï one (1) original copy  

Office for HR and Administration and other 
Requesting PPMC Offices  

  

CLIENTS STEPS AGENCY ACTIONS FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submits request 
for Background 
Investigation. 

 

1. Receive request and 
secure travel order 
and cash advance if 
address of person 
subject of 
investigation is 
outside La Union.  

None 1 day Security Officer 
on Duty 
 Zone Security 
and Public Safety 
 

 

1.1 Security Officer 
assigned to conduct 
investigation will 
proceed to the 
Barangay where 
subject of 
investigation resides 
and then conduct 
background 
investigation and 
secures Barangay 
Clearance.   

None   4 hours Assigned 
Security Officer 
Zone Security 
and Public Safety 

 

1.2 Security Officer 
assigned to conduct 
investigation will 
proceed to the Court 
and request for 
court clearance 

 

None  4 hours Assigned 
Security Officer 
Zone Security 
and Public Safety 

 



 
 

135 
 

1.3 Make Background 
Investigation Report 
to be signed by 
Director and VP for 
Regulatory Services 
then submit to HR-
Admin or the Office 
requesting such. 

None  1 day Senior Security 
Officer  
Zone Security 
and Public Safety 

 TOTAL None 3 Working 
Days 

 

 
 

2. Conduct of Performance Evaluation of Security Provider 

The Conduct of Performance Evaluation of Security Provider is one way of 
ensuring that high standard security service is maintained by the security 
provider at Poro Point Management Corporation. 

 

Office or Division: Office for Regulatory Services - Zone Security and Public Safety 

Classification: Simple 

Type of Transaction: G2G - Government to Government 

Who may avail: Office of the President and CEO 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Letter of Request/Memo/Notice/Instruction 
from the Office of the PPMC President & CEO 
ï one (1) original copy 

Office of the President and CEO, PPMC  

2. Report on Output of the Zone Security and 
Public Safety as the basis for the preparation of 
the report ï one (1) original copy 

Office for Regulatory Services - Zone 
Security and Public Safety 

CLIENTS STEPS AGENCY ACTIONS FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Office of the President, 
PPMC sends letter of 
request/memo/notice/ins
truction 

.  
 
 

1. Receive request 
from the Office of the 
President, PPMC. 

None 3 minutes Security Officer 
on Duty 
 Zone Security 
and Public Safety 

1.1 Log the 
letter/incoming 
communication in 
the Security Office 
logbook for 
recording 
purposes.  

None 2 minutes 
 

Security Officer 
on Duty 
 Zone Security 
and Public Safety 
 

1.2  Endorsement of 
said 
communication to 

None 5 minutes Security Officer 
on Duty 
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the Senior Security 
Officer for proper 
action. 

 Zone Security 
and Public Safety 
 

1.3  Meeting with 
Security Officers 
for the overall   
evaluation of 
guardsô 
performance duty, 
skills, bearing, 
tardiness, 
completeness of 
uniform, etc. 

None 2 hours Senior Security 
Officer  
Zone Security 
and Public Safety 

1.4  Check with 
Security Officers 
and Detachment 
Commander if 
equipment 
(vehicles, firearms 
and radios) are 
complete and 
functional and in 
compliance to the 
TOR of the 
contract entered 
into between 
PPMC and the 
security service 
provider. 

None 2 hours Senior Security 
Officer  
Zone Security 
and Public Safety 

1.5  Interview with 
security guards if 
their salaries, 
bonus, other 
benefits and 
government 
remittances are 
paid and received 
on time.  

None 1 working day Senior Security 
Officer  
Zone Security 
and Public Safety  
 
Security Officer 
on Duty 
Zone Security 
and Public Safety 
 

1.6  Check Monthly 
Accomplishment 
Report of the 
Security Provider   

None 1 hour Senior Security 
Officer  
Zone Security 
and Public Safety  
 
Security Officer 
on Duty 
Zone Security 
and Public Safety 
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1.7  Check List of 
Violation of 
Security Guards 

None 1 hour Senior Security 
Officer  
Zone Security 
and Public Safety  
 
Security Officer 
on Duty 
Zone Security 
and Public Safety 
 

1.8  Prepare the 
Performance 
Evaluation Report 

None 3 hours Senior Security 
Officer  
Zone Security 
and Public Safety  
 

1.9  Submit the 
Performance 
Evaluation Report 

None 5 minutes Security Officer 
on Duty 
Zone Security 
and Public Safety 

 TOTAL None 2 Working 
Days, 1 Hour 

and 15 minutes 
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Office for Airport Management  

    External Services 
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1. Approval of Request for Extension of Operating Hours 

Republic Act No.9497, also known as the Civil Aviation Authority Act of 2008 was 
enacted on the 23rd of July 2007.  
  
The Manual of Standards (MOS) is one mechanism that Civil Aviation Authority of 
the Philippines (CAAP) uses to meet the responsibilities of the Republic Act No. 
9497 to ensure the safety regulation of the aerodromes. 
 

Office or Division: Office for Airport Management  

Classification: Simple 

Type of 
Transaction: 

G2B ï Government to Businesses and G2G ï Government to 
Government  

Who may avail: All Airport users that will use the Airport beyond or earlier than the 
published Airport Operational Hours shall apply to the Airport 
Management 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Valid Company I.D. ï one (1) 
photocopy 

Client availing the service 

2. Form CAAP ORCC AE1-09 ï 
one (1) original copy 

San Fernando Airport Operations Office 

  

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE 
PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Client to proceed 
to San Fernando 
Airport Operations 
Office 

1. Provide client 
with Form 
CAAP ORCC 
AE1-09 

None 3 minutes 
 

Terminal 
Operations 
Officer 
Office for Airport 
Management 
 
Ground Handling 
Officer  
Office for Airport 
Management 

2. Submit duly 
accomplished 
Form to San 
Fernando Airport 
Operations Office 

2.  Receive and 
check 
submitted 
Form and 
endorse to VP 
for Airport 
Management 
for approval  

None 5 minutes Terminal 
Operations 
Officer 
Office for Airport 
Management 
 
Ground Handling 
Officer  
Office for Airport 
Management 

 2.1 Review and 
approval of 

None 5 minutes VP for Airport 
Management 
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the VP for 
Airport 
Management. 
Sign 
submitted 
Form 

Office for Airport 
Management 

 2.2 Endorse to 
CAAP Air 
Traffic 
Controller for 
approval  

None 5 minutes Terminal 
Operations 
Officer 
Office for Airport 
Management 
 
Ground Handling 
Officer  
Office for Airport 
Management 

 2.3 Review and 
approval of 
the CAAP In-
Charge of Air 
Traffic 
Controller. 
Sign 
submitted 
Form. 

None 5 minutes Air Traffic 
Controller 
Civil Aviation 
Authority of the 
Philippines ï San 
Fernando Airport 

 2.4 Receive 
CAAP duly 
approved 
Form and 
send copy to 
CAAP 
Operations 
Center for 
information 

 

None 5 minutes Terminal 
Operations 
Officer 
Office for Airport 
Management 
 
Ground Handling 
Officer  
Office for Airport 
Management 

 2.5 Notify Client 
of the 
approval of 
the request 

None 2 minutes Terminal 
Operations 
Officer 
Office for Airport 
Management 
 
Ground Handling 
Officer  
Office for Airport 
Management 

TOTAL None 30 minutes  
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2. Approval of Request to Enter Vehicle at Airside 

Republic Act No.9497, also known as the Civil Aviation Authority Act of 2008 was 
enacted on the 23rd of July 2007.  
  
The Manual of Standards (MOS) is one mechanism that Civil Aviation Authority of 
the Philippines (CAAP) uses to meet the responsibilities of the Republic Act No. 
9497 to ensure the safety regulation of the aerodromes. Under Section 10.9 of MOS 
ñControl of Airside Access and Vehicle Controlò the procedures for preventing 
unauthorized entry into the movement area, including the arrangements for 
controlling airside access, and airside vehicle control, are to be included in the 
Aerodrome Manual. 
 

Office or 
Division: 

Office for Airport Management  

Classification: Simple 

Type of 
Transaction: 

G2B ï Government to Businesses and G2G ï Government to 
Government  

Who may avail: All vehicle operator(s)/driver(s) requesting to enter the Airside part of 
the Airport shall secure Airside Vehicle Clearance from the Office for 
Airport Management. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Valid Company I.D. ï one (1) 
photocopy 

Client availing the service 

2. Valid Driverôs License ï one (1) 
photocopy 

Client availing the service 

3. Airside Vehicle Clearance Form 
ï one (1) original copy 

San Fernando Airport Operations Office  

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSIN

G TIME 
PERSON 

RESPONSIBLE 

1. Client to 
proceed to 
San Fernando 
Airport 
Operations 
Office 

1. Provide client with 
Airside Vehicle 
Clearance Form 

None 30 seconds 
 

Ground Handling 
Officer  
Office for Airport 
Management 
 
Ramp Marshall 
Office for Airport 
Management 

2. Submit duly 
accomplished 
Airside 
Vehicle 
Clearance 
Form 

2. Receive and check 
submitted Form and 
endorse to VP for 
Airport Management 
for approval  

None 1 minute Ground Handling 
Officer  
Office for Airport 
Management 
 
Ramp Marshall 



 
 

142 
 

Office for Airport 
Management 

 2.1 Review and 
approval of the 
request of the 
San Fernando 
Airport 
Operations. Sign 
submitted Form. 

 

None 1 minute VP for Airport 
Management 
Office for Airport 
Management 
 
Ground Handling 
Officer  
Office for Airport 
Management 

 2.2 Endorse to CAAP 
Air Traffic 
Controller for 
approval  

None 1 minute Terminal 
Operations 
Officer 
Office for Airport 
Management 
 
Ground Handling 
Officer  
Office for Airport 
Management 

 2.3 Review and 
approval of the 
CAAP In-Charge 
of Air Traffic 
Controller.  

 

None 1 minute Air Traffic 
Controller 
Civil Aviation 
Authority of the 
Philippines ï San 
Fernando Airport 

 2.4 Notify Client of 
the approval of 
the request 

None 30 seconds Ground Handling 
Officer  
Office for Airport 
Management 
 
Ramp Marshall 
Office for Airport 
Management 

TOTAL None 5 minutes  

 

3. Issuance of Notice to Airmen (NOTAM) 

Republic Act No.9497, also known as the Civil Aviation Authority Act of 2008 was 
enacted on the 23rd of July 2007.  
  
The Manual of Standards (MOS) is one mechanism that Civil Aviation Authority of 
the Philippines (CAAP) uses to meet the responsibilities of the Republic Act No. 
9497 to ensure the safety regulation of the aerodromes. Under Section 10.3 of MOS 
ñInitiating a NOTAMò filling a NOTAM is one of the most important aerodrome safety 
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functions, so the process and procedures for initiating a NOTAM ós must be clearly 
set out in the Aerodrome Manual and all persons involved must be fully informed 
and trained. 
 

Office or 
Division: 

Office for Airport Management  

Classification: Simple 

Type of 
Transaction: 

G2B ï Government to Businesses and G2G ï Government to 
Government  

Who may avail: All Airport users and all contractor who have work to be done during 
Operational Hours at the Aerodrome Airside particularly at Runway, 
Taxiways and Apron shall notify the Airport Management and apply for 
NOTAM. 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Work schedule ï one (1) original 
copy 

Client availing the service 

2. Manpower details ï one (1) 
original copy 

Client availing the service 

3. Equipment details ï one (1) 
original copy 

Client availing the service 

4. Valid Company I.D.  ï one (1) 
photocopy 

Client availing the service 

5. Form CAAP/AIS/QP-001 F004 
VERSION 1.2. ï one (1) original 
copy 

San Fernando Airport Operations Office 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSIN

G TIME 
PERSON 

RESPONSIBLE 

1. Client to 
proceed to 
San Fernando 
Airport 
Operations 
Office 

1. Provide client with 
Form 
CAAP/AIS/QP-001 
F004 VERSION 1.2. 

None 5 minutes 
 

Terminal 
Operations Officer 
Office for Airport 
Management 
 
Ground Handling 
Officer  
Office for Airport 
Management 

2. Submit duly 
accomplished 
Form to San 
Fernando 
Airport 
Operations 
Office 

2. Receive and check 
submitted Form and 
endorse to VP for 
Airport Management 
for approval  

None 5 minutes Terminal 
Operations Officer 
Office for Airport 
Management 
 
Ground Handling 
Officer  
Office for Airport 
Management 
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 2.1 Review and 
approval of the 
VP for Airport 
Management. 
Sign submitted 
Form. 

None 10 minutes VP for Airport 
Management 
Office for Airport 
Management 

 2.2 Endorse to CAAP 
Air Traffic 
Controller for 
approval  

None 5 minutes Terminal 
Operations Officer 
Office for Airport 
Management 
 
Ground Handling 
Officer  
Office for Airport 
Management 

 2.3 Review and 
approval of the 
CAAP In-Charge 
of Air Traffic 
Controller. Sign 
submitted Form. 

None 10 minutes Air Traffic 
Controller 
Civil Aviation 
Authority of the 
Philippines ï San 
Fernando Airport 

 2.4 Receive CAAP 
duly approved 
Form and send 
copy to CAAP 
Operations 
Center for 
information  

 

None 5 minutes Terminal 
Operations Officer 
Office for Airport 
Management 
 
Ground Handling 
Officer  
Office for Airport 
Management 

 2.5 Notify Client of 
the approval of 
the request 

None 5 minutes Terminal 
Operations Officer 
Office for Airport 
Management 
 
Ground Handling 
Officer  
Office for Airport 
Management 

TOTAL None 45 minutes  

 
 

4. Provision of Crash Fire and Rescue at the Aerodrome 

 Pursuant to Republic Act 9497 an Act creating the Civil Aviation Authority of the 
Philippines, authorizing the appropriation of funds therefore, and for other purposes 
be it enacted by the Senate and House of Representatives of the Philippines in 
congress assembled this act known as the Civil Aviation Authority Act of 2008. 
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The Manual of Standards (MOS) is one mechanism that Civil Aviation Authority of 
the Philippines (CAAP) uses to meet the responsibilities of the Republic Act No. 
9497 to ensure the safety regulation of the aerodromes. Under Section 14.1.1 of 
MOS ñRescue and firefighting serviceò the principle objective of a rescue and 
firefighting is to save lives in the event of an aircraft accident or incident occurring 
at, or in the immediate vicinity of an aerodrome. 
 

Office or 
Division: 

Office for Airport Management  

Classification: Highly Technical 

Type of 
Transaction: 

G2B ï Government to Businesses and G2G ï Government to 
Government  

Who may avail: All airport users and clients using the San Fernando Airport 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

1. Verbal Report for Assistance 
through phone call 

Not applicable 

  

CLIENT STEPS AGENCY ACTIONS 
FEES TO BE 

PAID 
PROCESSING 

TIME 
PERSON 

RESPONSIBLE 

1. Verbal Report 
for Assistance 
through phone 
call 

1. Air Traffic 
Controller Alarm 
shall set off (long 
siren sounds) 

None 1 minute 
 

OIC-Air Traffic 
Controller 
CAAP San 
Fernando Flight 
Service Station  

 1.1 Proceed to area 
where 
incident/accident 
occur and assess 
the situation 
 
Determine the 
equipment and 
additives to be 
used 

None 1 minute 
 

Fire Crew Chief 
San Fernando 
Airport ï Crash, 
Fire and Rescue 

 1.2 Call VP for Airport 
Management to 
activate and 
coordinate the 
responders such 
as but not limited 
to Bureau of Fire 
Protection, 
Hospital 

None  1 minute Fire Crew Chief 
San Fernando 
Airport ï Crash, 
Fire and Rescue 

 1.3 Extinguish the fire 
and rescue the 
victim/s 

None  3 to 5 minutes 
(depending the 
size of aircraft 

Crash, Fire and 
Rescue Team 



 
 

146 
 

and the volume 
of passengers) 

San Fernando 
Airport 
 
Responders 
Bureau of Fire 
Protection 

 1.4 VP for Airport 
Management 
inform the Aircraft 
operator, inform 
CAAP-Aircraft 
Accident 
Investigation 
Board 

None  1 minute VP for Airport 
Management  
San Fernando 
Airport 
 
Terminal 
Operations Officer 
San Fernando 
Airport 

 1.5 Coordinate with 
Aviation Security 
Group and PPMC 
Security Officers 

None 1 minute VP for Airport 
Management  
San Fernando 
Airport 
 
Terminal 
Operations Officer 
San Fernando 
Airport 

 1.6 Secure the 
Incident/Accident 
Area  

 
Preserve 
evidence 

None  1 minute Station Chief 
PNP - Aviation 
Security Group 
 
Security Officer 
Zone Security and 
Public Safety 
 

TOTAL None 11 Minutes  
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Office for Human Resources and Administration 

  External Services 
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1. Registration of Applicants in the Labor Center 

The creation of PPMC Labor Center is premised on the following sections of the 
Implementing Rules and Regulations governing the Poro Point Freeport Zone 
(PPFZ): 

  
Section 125 Objective and Policy 

  
One of the principal objectives of Bases Conversion and Development Authority 
and PPMC is to create jobs through vibrant economic activity in order to address 
the needs of displaced former base workers and the people of the City of San 
Fernando, La Union and the municipalities surrounding it. 

  
Bases Conversion and Development Authority and PPMC adopt a policy of 
industrial peace, harmony and productivity within the PPFZ giving due 
consideration to the concept of the Freeport Zone in to order establish a business 
and commercial atmosphere which encourages investments and simultaneously 
promotes and enhances the lives and dignity of all workers. PPMC adheres to the 
policy of the state that assures the rights of workers to self-organization, collective 
bargaining, security of tenure and just and humane conditions of work. 

 
Section 127 Labor Center 

  
A Labor Center shall be established within PPMC. The Center shall provide labor 
assistance to the PPFZ Registered Enterprises subject to regular coordination with 
DOLE Regional Office which shall be the principal to implement the labor, laws, 
rules and regulations and other related programs. The Department of Labor and 
Employment (DOLE) can visit the labor center during reasonable hours of the day. 

 
Section 128 Requirements of All Persons Seeking Employment within the 

PPFZ 
  
All persons seeking employment within the PPFZ must first register and secure 
clearance from the PPMC Labor Center. For this purpose, the applicant must 
provide PPMC information on his / her educational / vocational background and / or 
work experience and skills, as well as other information as maybe required by the 
PPMC. The applicant must likewise be generally aware of the policy objectives of 
the PPFZ as provided under the Act and these Rules, and proclamation of the 
National Government and the PPMC. 

 
Office or Division: Office for HR and Administration 
Classification: Simple 
Type of Transaction: G2C ï Government to Citizens 
Who may avail: All Applicants 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 
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1. Labor Center Employment 
Application Form (LCEAF) ï one (1) 
original copy 

PPMC Office for HR and Administration 

2. Letter of Intent/Application Letter ï 
one (1) original copy 

Client availing of the service 

3. Updated Resume/Bio Data with 
latest 2x2 picture ï one (1) original 
copy 

Client availing of the service 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Fill-out Labor 
Center Employment 
Application Form 
(LCEAF) 

1.  Brief the 
applicant on the 
services and its 
requirements 

 
     Issue LCEAF 

None 4 minutes HR Assistant 
Office for HR and 
Administration 

2. Submit the duly 
accomplished 
LCEAF and other 
pertinent 
requirements  

2.  Receive and 
review 
application 

 
      Check 

completeness 
and veracity of 
information 

None 3 minutes HR Assistant 
Office for HR and 
Administration 

 
2.1 Input 

registration of 
applicant into 
the Labor 
Center 
Database  

None 3 minutes HR Assistant 
Office for HR and 
Administration 

 TOTAL: None 10 minutes  
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 Office for Human Resources and Administration 

     Human Resources Management and Development 

   Internal Services 
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1. Recruitment, Selection and Placement of Personnel 
 

The Company considers its manpower as its important resource. In their hands rest 
the success of the organization. Each hiring is treated as a long-term investment 
that has to be protected to ensure efficient performance. Employee selection and 
placement in the Company is carried out on the basis of qualification, merit, and 
fitness. 

 
To establish and maintain hiring policies, requirements and procedures that shall 
attract, retain, and reward competent employees. 

 

Office or Division: Office for HR and Administration 
Classification: Highly Technical 
Type of Transaction: G2G ï Government to Government 
Who may avail: Office where there is a need for additional staff/replacement 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PSNL Form 2 ï Personnel Requisition 
Form (in triplicate copies) 

Office for HR and Administration 
PSNL Form 3 ï Personnel Status Form (in 
triplicate copies) 

Purchase Request for Pre-Employment 
Medical Examination (in triplicate copies) 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSIN
G TIME 

PERSON 
RESPONSIBLE 

1. Secure PSNL 
Form 2 

 

1. Provide a 
briefing about 
the service and 
its requirements 
 

1.1 Issue PSNL 
Form 2 

None 5 minutes HR Assistant 
Office for HR and 

Administration 

2. Accomplish the 
PSNL Form 2 and 
submit to the Vice 
President for HR 
and Administration 

2. Receive the 
filled-out PSNL 
Form 2 and sign 
the form  

None 2 minutes Vice President for 
HR and 

Administration 
Office for HR and 

Administration 

3. Forward the 
signed PSNL Form 
2 to Finance 
Manager 

 

3. Receive and sign 
the PSNL Form 2 
to certify that 
funds are 
available to cover 
salaries 

None 2 minutes Finance Manager 
Office for Finance 

 

4. Endorse the 
request/ PSNL 
Form 2 to the 

4. Review and 
approve the 
request 

 

None 5 minutes President and 
CEO 

Office of the 
President & CEO 
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President and 
CEO 

5. Provide the Office 
for HR and 
Administration a 
copy of the 
approved PSNL 
Form 2a 

5. Receive and file 
the approved 
PSNL form 2. 

 
 

None 3 minutes 
 
 
 
 

HR Assistant 
Office for HR and 

Administration 
 

 5.1 Prepare an 
advertisement of 
Job Vacancy. 

None 10 minutes 
 

HR Officer 
Office for HR and 

Administration 

 1.2 Post the 
prepared 
advertisement 
in the 
following: 

¶ Bulletin Boards 
of PPMC 

¶ Public 
Employment 
Service Offices: 

¶ Provincial 
Capitol 

¶ City Hall 

¶ DOLE 

¶ Radio Stations 

¶ PPFZ impacted 
barangays 

¶ Build Build Build 
Jobs Portal 

¶ Schools  
 
Advertisement shall 
be posted for 7 
working days. 

None 1 working day HR Assistant 
Office for HR and 

Administration 

 5.3 Vice President 
for HR and 
Administration 
will organize a 
Selection 
Committee: 

 
This committee 
shall be composed 
of the following: 

¶ For Heads of 
Offices: 
President and 

None 5 minutes per 
applicant 

HR Assistant 
Office for HR and 

Administration 
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CEO; VP for HR 
and 
Administration 

 

¶ For other 
positions: VP for 
HR and 
Administration; 
Head of Office 
Concerned 

 5.4 Check the 
completeness of 
documents 
submitted and 
conduct 
screening of 
applications 

 
After 7 working 
days of posting 
the vacancy, 
prepare a list of 
applicants who 
passed the initial 
screening. 
Forward the 
consolidated list 
to the Head of 
Office 
Concerned and 
to the Vice 
President for HR 
and 
Administration 

None 5 minutes per 
applicant 

HR Assistant 
Office for HR and 

Administration 

2. Prepare an exam 
for the applicants  

6. Call the 
applicants for 
initial interview 
and examination 

 
Prepare 
examination 
papers, 
interview forms 
and name of 
reference forms. 

None 3 minutes per 
applicant 

 
 
 

15 minutes 

HR Assistant 
Office for HR and 

Administration 

 6.1 Facilitate the 
conduct of 

None 1 hour HR Assistant 
Office for HR and 

Administration 
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written 
examination 

 
(Conduct of 
practical 
examination can be 
facilitated by the 
Head of Office 
Concerned or its 
designated 
representative) 

 6.2 Conduct initial 
interview 

None 10 minutes 
per applicant 

 

HR Officer 
Office for HR and 

Administration 

7. Check the 
examination 

3. Consolidate the 
results of the 
examination and 
initial interview 

 
Forward the 
results to the 
Head of Office 
Concerned and 
VP for HR and 
Administration 

None 15 minutes 
per applicant 
 
 
 

HR Assistant 
Office for HR and 

Administration 

4. Provide the 
schedule for the 
Panel Interview 

8. Inform applicants 
regarding the 
schedule of Panel 
Interview 

 
Prepare interview 
forms for the 
panel interview 

None 3 minutes per 
applicant 

HR Assistant 
Office for HR and 

Administration 

5. Conduct Panel 
Interview together 
with other 
Members of the 
Selection 
Committee 

9. Prepare 
summary of 
results of the 
hiring process 

 

None 15 minutes 
per applicant 

HR Assistant 
Office for HR and 

Administration 

 9.1 Check the 
results of the 
hiring process. 

 
Provide the 
Head of Office 
Concerned and 
the VP for HR 
and 

None 15 minutes HR Officer 
Office for HR and 

Administration 
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Administration a 
copy of the 
result of the 
hiring process. 

 9.2 Applicant who 
got the highest 
rating will be 
subjected for 
Background 
Investigation. 

 
Prepare a 
memorandum 
addressed to the 
VP for 
Regulatory 
Services 
regarding the 
conduct of 
Background 
Check. Provide 
the necessary 
information 
about the 
applicant 

None 10 minutes HR Assistant 
Office for HR and 

Administration 

 9.3 Contact 
references for 
the purpose of 
background 
check 

None 10 minutes 
per reference 

HR Assistant 
Office for HR and 

Administration 

 9.4 Conduct market 
study regarding 
the conduct of 
Pre-employment 
Medical 
Examination, 
Drug Testing 
and 
Psychological 
Examination 

 
Prepare 
Purchase 
Request. 

None 1 working day HR Assistant 
Office for HR and 

Administration 

 9.5 Conduct 
Procurement for 
the conduct of 
Pre-employment 

None 7 working 
days 

 
 

Please refer to the 
procurement 

process 
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Medical 
Examination, 
Drug Testing 
and 
Psychological 
Examination 

 9.6 Inform the 
applicant 
regarding 
schedule of Pre-
employment 
Medical 
Examination, 
Drug Testing 
and 
Psychological 
Examination 

 
Secure results 
from the testing 
center 

None 3 minutes 
 
 
 
 
 
 
 
 
 
 
 

Depends on 
the 

availability of 
results 

HR Assistant 
Office for HR and 

Administration 

 9.7 Consolidate the 
results of the 
Background 
Check, Pre-
employment 
Medical 
Examination, 
Drug Testing 
and 
Psychological 
Examination  

 
Provide 
consolidated 
results to the 
Selection 
Committee  

None 10 minutes HR Assistant 
Office for HR and 

Administration 

 9.8 Transmit the 
endorsement to 
the Office of the 
President and 
CEO and secure 
approval. 

None 5 minutes HR Officer 
Office for HR and 

Administration 

 9.9 Inform the 
applicant 
regarding the 

None 3 minutes HR Assistant 
Office for HR and 

Administration 
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schedule of 
Final Interview 

 9.10 Prepare the 
Employment 
Contract/ 
Agreement 
and PSNL 
Form 3 and 
secure 
necessary 
signatures. 

 
Recommend 
approval of 
Employment 
Contract/ 
Agreement and 
PSNL Form 3 to 
President and 
CEO 

None 10 minutes HR Officer 
Office for HR and 

Administration 

 9.11 Approval of the 
Employment 
Contract/ 
Agreement 
and PSNL 
Form 3 

None 5 minutes President and 
CEO 

Office of the 
President & CEO 

 9.12 Prepare 
orientation 
materials 

None 1 hour HR Officer 
Office for HR and 

Administration 

 9.13 Receive and 
check 
completeness 
of pre-
employment 
requirements 
submitted 

None 10 minutes HR Assistant 
Office for HR and 

Administration 

 9.14 Prepare and 
issue PSNL 
Form 1 

None 5 minutes HR Assistant 
Office for HR and 

Administration 

 9.15 Conduct 
orientation 

 

None 1 hour Vice President for 
HR and 

Administration 
Office for HR and 

Administration 

 9.16 Issue 
Employment 
Agreement, 
PSNL Form 3 

None 5 minutes HR Officer 
Office for HR and 

Administration 
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and Job 
Description 

 9.17 Introduce 
newly-hired 
employee to 
officers and 
staff 

 
Endorse the 
newly-hired 
employee to 
his/her Head of 
Office 

None 1 hour HR Assistant 
Office for HR and 

Administration 

 9.18 Prepare and 
File 
employeeôs 
File 201 

None 1 hour HR Assistant 
Office for HR and 

Administration 

 TOTAL: None 20 working 
days 

 

 
 

2. Approval of Personnel Movement 
 

It is the policy of the company to provide regular employment and security of tenure 
to employees doing regular duties. However, in case where exigencies arise, 
PPMC may hire casual employees as PPMC may deem necessary. Any change 
in employment status of an employee (e.g. terms, positions, pay, etc.) shall be 
properly recorded and documented. 
 
To ensure the systematic, timely and accurate processing, documentation and 
updating of changes in employment status of employees. 

 

Office or 
Division: 

Office for HR and Administration 

Classification: Simple 
Type of 
Transaction: 

G2G ï Government to Government 

Who may avail: All PPMC Employees 
CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PSNL Form 3 ï Personnel Status Form (in 
triplicate copies) 

Office for HR and Administration 

PSNL Form 23 ï Performance Appraisal 
Form (1 copy) 

Office for HR and Administration 
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Memo from the Head of Office and HR 
regarding the Personnel Movement (in 
triplicate copies) 

 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 1. Identify employees 
who are due for 
personnel movements 

 
At the start of the year, 
prepare a monitoring 
sheet of all employees 
who are due for 
personnel movements  

 
(For regularization and 
Step Increase Only) 

None 1 hour HR Officer 
Office for HR and 

Administration 

 1.1 Prepare 3 copies of 
Notice of Salary 
Adjustments (if 
applicable) and 3 
copies of   PSNL 
Form 3 reflecting the 
personnel movement 

None 10 minutes HR Assistant 
Office for HR and 

Administration 

 1.2 Review Notice of 
Salary Adjustment (if 
applicable) 

 
Review and sign 
PSNL Form 3  

None 10 minutes Vice President for 
HR and 

Administration 
Office for HR and 

Administration 

 1.3 Review and sign 
PSNL Form 3, certify 
that funds are 
available to cover 
salaries 

None 10 minutes Finance Manager 
Office for Finance 

 1.4 Review and approve 
Notice of Salary 
Adjustment (if 
applicable) and PSNL 
Form 3 

None 10 minutes President and 
CEO 

Office of the 
President and 

CEO 

2. Sign and 
acknowledge 
Notice of Salary 
Adjustment or 
PSNL Form 3  

2. Inform employee 
regarding approval of 
Notice of Salary 
Adjustment (if 
applicable) and PSNL 
Form 3 

None 15 minutes HR Assistant 
Office for HR and 

Administration 

 2.1 Provide a copy of the 
PSNL Form 3 and 

None 15 minutes HR Assistant 
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Notice of Salary 
Adjustment to the 
employee-concerned 
and Office for Finance 

Office for HR and 
Administration 

 2.2 File a copy of the 
document in the 
employeeôs File 201 

None 10 minutes HR Assistant 
Office for HR and 

Administration 

 TOTAL: None 2 hours and 
20 minutes 

 

 

3. Preparation of Monthly Report on Attendance 
 

The Company expects from its employees exemplary work attendance and 
punctuality at all times. 

 
All employees must observe the prescribed working days, office hours and rules on 
attendance. 

 
Employees are required to keep a record of attendance to ensure that each 
employee is paid for work rendered and that the requirements of overtime 
calculation are followed. 

 
To provide for a systematic method of recording employee attendance and basis of 
computing employeeôs pay.  

 
Office or Division: Office for HR and Administration 
Classification: Simple 
Type of Transaction: G2G ï Government to Government 
Who may avail: All PPMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PSNL Form 5 ï Request for Overtime (in 
triplicate copies) 

Office for HR and Administration 
 

PSNL Form 6 ï Request for 
Compensatory Time (in triplicate copies) 

PSNL Form 7a ï Application for Leave of 
Absence for employees whose Salary  
Grade is 22 and below (in triplicate 
copies) 

PSNL Form 7b ï Application for Leave of 
Absence for employees whose Salary 
Grade is 23 and above (in triplicate 
copies) 
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Individual Daily Time Record (DTR) of 
employee (original DTR and duplicate 
copies of DTR) 

Monthly Report on Tardiness (in duplicate 
copies) 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 1. Verify overtime/ 
compensatory 
time rendered 
using PSNL 
Form 5 and 
PSNL Form 6 
respectively. 
Compare 
overtime and 
compensatory 
time rendered 
with the Daily 
Time Record 
(DTR) 

None 5 minutes HR Assistant 
Office for HR and 

Administration 

 1.1 Verify leave of 
absence using 
PSNL Form 7a 
or PSNL Form 
7b. Compare 
leave of 
absence with 
the Daily Time 
Record (DTR) 

None 5 minutes HR Assistant 
Office for HR and 

Administration 

 1.2 Verify tardiness 
of employees 

None 15 minutes HR Assistant 
Office for HR and 

Administration 

 1.3 Prepare Monthly 
Report on 
Tardiness 

None 30 minutes HR Assistant 
Office for HR and 

Administration 

 1.4 Submit Monthly 
Report on 
Tardiness to the 
Vice President 
for HR and 
Administration 
for notation 

None 5 minutes HR Assistant 
Office for HR and 

Administration 

 TOTAL None 1 hour  
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4.  Approval of Request for Change of Work Schedule 

The Company expects from its employees exemplary work attendance and 
punctuality at all times. 

 
All employees must observe the prescribed working days, office hours and rules 
on attendance. 

 
To provide procedures and guidelines for employees who wish to change their 
work schedule. 

 

Office or 
Division: 

Office for HR and Administration 

Classification: G2G ï Government to Government 

Type of 
Transaction: 

Simple 

Who may avail: All Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PSNL Form 4 ï Change of Day Off/Work 
Schedule (in duplicate copies) 

Office for HR and Administration 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Fill out PSNL 
Form 4 in 
duplicate copies 

1. Provide a briefing 
about the service 
and its 
requirements 

 
Issue PSNL Form 
4 

None 5 minutes HR Assistant 
Office for HR and 

Administration 

 1.1 Sign duly 
accomplished 
PSNL Form 4 

None 4 minutes Head of Office 
Concerned 

2. Forward PSNL 
Form 4 to VP for 
HR and 
Administration for 
notation 

2. Sign the PSNL 
Form 4 

 

None 3 minutes Vice President for 
HR and 

Administration 
Office for HR and 

Administration 

3. Furnish 1 copy of 
approved PSNL 
Form 4 to the 
employee 
concerned and 
1 copy to HR & 
Administration for 

3. Receive and file 
PSNL Form 4 

 

None 3 minutes HR Assistant 
Office for HR and 

Administration 
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5. Approval of Overtime/Compensatory Time Request 

In addition to the employeeôs regular basic hourly rate, the Company shall provide 
for premium pay for work performed beyond: a.) required number of work 
hours/week; and b.) for work performed on holidays/rest days as provided for in 
the Labor Code. 
 
To provide additional payment for work performed beyond the employeeôs regular 
work hours or working days. 
 

Office or Division: Office for HR and Administration 
Classification: Simple 
Type of Transaction: G2G ï Government to Government 
Who may avail: All PPMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PSNL Form 5 ï Request for Overtime (in 
triplicate copies) 

Office for HR and Administration 
PSNL Form 6 ï Request for 
Compensatory Time (in triplicate copies) 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 1. Project 
additional work 
hours to be 
rendered and 
identify work/s to 
be done 

None 3 minutes Head of Office 
Concerned 

 1.2 Fill out PSNL 
Form 5 for 
overtime or 
PSNL Form 6 
for 
compensatory 
time request 

None 4 minutes Head of Office 
Concerned 

 1.3 Forward duly 
accomplished 
request to the 
President and 
CEO or his duly 
authorized 
representative 

None 3 minutes Head of Office 
Concerned 

attendance 
monitoring 

 

 TOTAL: None 15 minutes  
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(VP-HRA) for 
approval 

 1.4 Approve request 
for overtime/ 
compensatory 
time 

 

None 5 minutes President and 
CEO 

Office of the 
President & 

CEO 

 TOTAL: None 15 minutes  

 
 

6. Approval of Application for Leave of Absence 
 

The Company shall extend leave benefits to qualified employees without 
diminution in their current earnings. 
 
To assure that employees are paid when they cannot earn their dayôs due to 
illness, and other valid reasons and to afford employees the needed rest to 
replenish worn out energies and acquire new vitality to enable them to efficiently 
perform their duties. 
 

Office or Division: Office for HR and Administration 
Classification: Simple 
Type of Transaction: G2G ï Government to Government 
Who may avail: All PPMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PSNL Form 7a ï Application for Leave of 
Absence for employees whose Salary 
Grade is 22 and below (in triplicate copies) 

Office for HR and Administration 
PSNL Form 7b - Application for Leave of 
Absence for employees whose Salary 
Grade is 23 and above (in triplicate copies) 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.Secure PSNL Form 
7a or PSNL Form 7b 
from the Office for HR 
and Administration 

1. Provide a briefing 
about the service 
and its 
requirements 

 
Issue PSNL Form 
7a or PSNL Form 
7b 

None 3 minutes HR Assistant 
Office for HR and 

Administration 

2. Forward duly 
accomplished PSNL 
Form 7a or PSNL 
Form 7b to the Head 
of Office Concerned  

2. Receive the 
filled-out PSNL 
Form 7a or PSNL 
Form 7b and 
recommend 

None 3 minutes Head of Office 
Concerned 
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approval or 
disapproval of the 
application  

 

3. Forward request to 
the HR Assistant for 
certification of leave 
credits 

3. Fill out 
certification of 
leave credits and 
forward request to 
the Vice 
President for HR 
and 
Administration for 
approval 

None 4 minutes HR Assistant 
Office for HR and 

Administration 

 3.1 Approval of 
Application for 
Leave of 
Absence 

 

None 5 minutes Vice President for 
HR and 

Administration 
Office for HR and 

Administration 

 TOTAL: None 15 minutes  

 

7. Approval of Application for Travel Authorization for employees on 
Official Business outside La Union 

 
To provide procedures and guidelines in applying for Travel Authorization of 
employees on Official Business outside La Union. 
 

Office or Division: Office for HR and Administration 
Classification: Simple 
Type of Transaction: G2G ï Government to Government 
Who may avail: All PPMC Employees on Official Business outside La Union 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PSNL Form 11 ï Travel Authorization (in 
triplicate copies) 

Office for HR and Administration 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Fill out PSNL Form 
11 

1. Sign duly 
accomplished 
PSNL Form 11 

None 3 minutes Head of Office 
Concerned 

2.   Forward PSNL 
Form 11 to the 
Office for HR and 
Administration for 
notation 

2. Assign driver 
and vehicle 

None 3 minutes Administrative 
Officer 

Office for HR and 
Administration 

3.   Forward duly 
accomplished PSNL 

3. Approve request None 3 minutes President and 
CEO 



 
 

166 
 

Form 11 to   the 
Office of the PCEO 

Office of the 
President & CEO 

4.   Furnish 1 copy of 
approved PSNL 
Form 11 to Finance 
for computation of 
travel expenses; 1 
copy to HR & Admin 
for attendance 
monitoring & retain 
1 copy 

4. Receive copy of 
approved PSNL 
Form 11 

None 3 minutes Finance Analyst 
Office for Finance 

 
HR Assistant 

Office for HR and 
Administration 

 

5.   Submit Certificate of 
Appearance to 
Office for HR & 
Admin and Office for 
Finance upon return 

 

5. Receive 
Certificate of 
Appearance 

None 3 minutes HR Assistant 
Office for HR and 

Administration 
 

Finance Analyst 
Office for Finance 

 TOTAL: None 15 minutes  

 
 

8. Participation in Public-Run Trainings for PPMC Employees 
 

The development and retention of a competent work force is a primary concern of 
PPMC. The company shall ensure that a continuing program of career and personal 
development be established for all the employees at all levels and shall create an 
environment or work climate conducive to the development of human resource 
knowledge, skills, abilities, attitudes and values for better service and performance. 

 
To provide procedures and guidelines for employees who will participate in public-
run trainings. 

 
Office or Division: Office for HR and Administration 
Classification: Simple 
Type of Transaction: G2G ï Government to Government 
Who may avail: All PPMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PSNL Form 14 ï Training Nomination (in 
triplicate copies) 

Office for HR and Administration 
PSNL Form 15 ï Training Report (in 
triplicate copies) 

Training Effectiveness Report ï one (1) 
original copy 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 1. Identify Public-
Run Human 

None 1 day and 4 
hours 

Head of Office 
Concerned 
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Resource 
Development 
(HRD) Program 

 
 

 
Vice President for 

HR and 
Administration 

Office for HR and 
Administration 

 1.1 Prepare PSNL 
Form 14 

 

None 30 minutes Head of Office 
Concerned 

 
Vice President for 

HR and 
Administration 

Office for HR and 
Administration 

2. Sign conformity to 
submit PSNL Form 
15 

2. Endorse PSNL 
Form 14 to the 
President and 
CEO 

None 5 minutes HR Assistant 
Office for HR and 

Administration 
 

 2.1 Approve PSNL 
Form 14 

 

None 10 minutes President and 
CEO 

Office of the 
President & CEO 

 2.2 Submit 
approved PSNL 
Form 14 to the 
Office for 
Finance  

None 5 minutes HR Assistant 
Office for HR and 

Administration 
 

 2.3 Prepare 
payment for the 
Public-Run HRD 
Program 

None 1 day Finance Analyst 
Office for Finance 

3. Attend Public-Run 
HRD Program and 
submit PSNL Form 
15 in 3 copies to the 
President and CEO 
through the Vice 
President for HR and 
Administration and 
Head of Office 
concerned within one 
(1) month from 
conduct of training 

3. Approve PSNL 
Form 15 and 
return 1 copy to 
the Office for HR 
and 
Administration 
and 1 copy to the 
employee 

 

None Day/s vary/ies 
on the length 

of training 

President and 
CEO 

Office of the 
President & CEO 

 3.1 Submit Training 
Effectiveness 
Report to the 
Vice President 

None 3 hours Head of Office 
Concerned 
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for HR and 
Administration 

 3.2 Approve 
Training 
Effectiveness 
Report 

None 10 minutes President and 
CEO 

Office of the 
President & CEO 

 TOTAL: None 3 working 
days 

 

 

 

9. Conduct of In-House Trainings for PPMC Employees 
 

The development and retention of a competent work force is a primary concern of 
PPMC. The company shall ensure that a continuing program of career and 
personal development be established for all the employees at all levels and shall 
create an environment or work climate conducive to the development of human 
resource knowledge, skills, abilities, attitudes and values for better service and 
performance. 
 
To provide procedures and guidelines in the conduct of in-house trainings for 
PPMC employees. 

 
Office or Division: Office for HR and Administration 
Classification: Highly Technical 
Type of Transaction: G2G ï Government to Government 
Who may avail: All PPMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Employeeôs Agreement (in triplicate 
copies) 

Office for HR and Administration 
PSNL Form 15 ï Training Report (in 
triplicate copies) 

Training Effectiveness Report ï one (1) 
original copy 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 1. Identify In-house 
Training 
Program 

 

None 4 hours 
 
 

Vice President for 
HR and 

Administration 
Office for HR and 

Administration 

 1.1 Identify the 
participants and 
inform 
participants on 
the In-house 

None 4 hours 
 
 

HR Officer 
Office for HR and 

Administration 
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Training 
Program 

 1.2 Prepare 
Resource 
Requirements 
needed in the 
In-house 
Training 
Program 

None 5 days HR Officer 
Office for HR and 

Administration 
 

 1.3 Prepare Budget 
for the In-house 
Training 
Program 

None 1 day HR Officer 
Office for HR and 

Administration 
 

 1.4 Endorse the In-
house Training 
Plan and Budget 
to the Finance 
Manager for 
Certification for 
Funds 
Availability 

None 4 hours 
 
 

HR Assistant 
Office for HR and 

Administration 
 

 1.5 Certify Funds 
Availability 

None 1 hour Finance Manager 
Office for Finance 

2. Sign Employeeôs 
Agreement 

2. Endorse the In-
house Training 
Plan and Budget 
to the President 
and CEO 

None 30 minutes Vice President for 
HR and 

Administration 
Office for HR and 

Administration 

 2.1 Approve the In-
house Training 
Plan 

 

None 30 minutes President and 
CEO 

Office of the 
President & CEO  

3. Attend the In-house 
training program 
and submit PSNL 
Form 15 in 3 copies 
to the President and 
CEO through the 
Vice President for 
HR and 
Administration and 
Head of Office 
concerned  

3. Implement the In-
house Training 
Program  

 

None Day/s vary on 
the length of 

training 

Vice President for 
HR and 

Administration, 
HR Officer and 
HR Assistant 

Office for HR and 
Administration 

 

 3.1 Approve PSNL 
Form 15 and 
return 1 copy to 
the Office for HR 
and 

None 1 hour President and 
CEO 

Office of the 
President & CEO 
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Administration 
and 1 copy to 
the employee 

 3.2 Submit Training 
Effectiveness 
Report to the 
Vice President 
for HR and 
Administration 

None 1 day Head of Office 
Concerned 

 

 3.3 Approve 
Training 
Effectiveness 
Report 

None 1 hour President and 
CEO 

Office of the 
President & CEO 

 TOTAL: None 9 working 
days 

 

 

 

10. Conduct of Disciplinary Action 
 

It is the policy of the Company to prevent and correct misdemeanors and 
unsatisfactory work habits in order to maintain productive, safe and pleasant 
working conditions. In the pursuance of this policy, the Company expects that 
each employee shall at all times conduct himself/herself with proper decorum. 
Likewise, the Company has established a set of rules and regulations to protect 
the group from any misbehavior of any of its members. 
 
To provide procedures and guidelines in implementing Disciplinary Actions. 

 
Office or Division: Office for HR and Administration 
Classification: Highly Technical 
Type of Transaction: G2G ï Government to Government 
Who may avail: All PPMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PSNL Form 17 ï Notice to Explain (in 
triplicate copies) 

Office for HR and Administration 

PSNL Form 19 ï Decision to 
Suspend/Dismiss (in triplicate copies) 

PSNL Form 20 ï Employee Disciplinary 
sheet (in triplicate copies) 

PSNL Form 21 ï Disciplinary Action 
Report (in triplicate copies) 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. File initial complaint 
against any officer or 

1. Receive 
complaint 

None 10 minutes Head of Office 
Concerned 
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employee in writing 
by the aggrieved 
party or informant 

 

  
Vice President for 

HR and 
Administration 

Office for HR and 
Administration 

 
 

1.1 Issue PSNL 
Form 17 to the 
concerned 
employee to 
notify him/her of 
the 
complaint/report 

None 30 minutes Head of Office 
Concerned 

 
Vice President for 

HR and 
Administration 

Office for HR and 
Administration 

2. Submit response to 
notice 

 

2. Conduct 
preliminary 
investigation to 
establish 
probable cause 
of disciplinary 
action 

 

None 7 days Head of Office 
Concerned 

 
Vice President for 

HR and 
Administration 

Office for HR and 
Administration 

 2.1 Conduct 
hearing, if 
violation/s is/are 
established. 
Otherwise, issue 
a decision to 
dismiss case. 

None 7 days President and 
CEO 

Office of the 
President & CEO 

 2.2 Having 
ascertained all 
facts on 
committed 
violation, submit 
recommendation 
to the Office 
concerned. 

 
Fill out PSNL 
Form 19, PSNL 
Form 20 and 
PSNL Form 21, 
if the violation 
calls for 
recommendation 
to reprimand or 
suspend or 
terminate. 

None 2 days Head of Office 
Concerned 

 
Vice President for 

HR and 
Administration 

Office for HR and 
Administration 
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 2.3 Approve PSNL 
Form 19, PSNL 
Form 20 and 
PSNL Form 21 
and issue 
decision to 
employee copy 
furnished the 
Office for HR 
and 
Administration 

None 3 hours  
 

 
 

President and 
CEO 

Office of the 
President & CEO 

3. If the employee 
disagrees with the 
disposition of his/her 
case, he/she can file 
an appeal. 

3. Create Personnel 
Board (members 
of which shall be 
selected by the 
Vice President for 
HR and 
Administration) to 
review such 
referred case and 
recommend 
appropriate action 
to the President 
and CEO 

None 2 days Vice President for 
HR and 

Administration 
Office for HR and 

Administration 
 

 3.1 Approve 
recommendation
s and issue 
decision to 
employee copy 
furnished the 
Office for HR 
and 
Administration.  

 
The decision of 
the President 
and CEO shall 
be final and 
executory. 

None 1 day and 4 
hours 

 
 

President and 
CEO 

Office of the 
President & CEO 

 3.2 Include the 
decision in the 
employeeôs File 
201 

 

None 20 minutes HR Assistant 
Office for HR and 

Administration 
 

 TOTAL: None 20 working 
days 
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11. Conduct of Performance Appraisal 
 

The Company shall develop and maintain a performance appraisal and 
incentive program that will establish and strengthen employee performance 
output, and enhance the inter-relationship between the employeeôs personal 
goal and the Companyôs goals.  
 
To provide a systemic evaluation of the employeeôs performance output and 
his/her potential for development, which shall serve as the basis for rewarding 
employee contribution towards the achievement of corporate goals.   
 

Office or Division: Office for HR and Administration 
Classification: Highly Technical 
Type of Transaction: G2G ï Government to Government 
Who may avail: All PPMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PSNL Form 22 ï Individual Performance 
Agreement ï one (1) original copy 

Office for HR and Administration 
PSNL Form 23 ï Performance Appraisal 
Form ï one (1) original copy 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit a copy of the 
accomplished PSNL 
Form 22 to the 
immediate supervisor 
and to the Vice 
President for HR and 
Administration  

1. Discuss the 
accomplished 
PSNL Form 22 
with the 
immediate 
supervisor 

 
 

None 4 hours Head of Office 
Concerned 

 
Vice President for 

HR and 
Administration 

Office for HR and 
Administration 

 
 

1.1 Conduct Rating 
and Fill-up the 
PSNL Form 23 

None 1 day Head of Office 
Concerned 

 

 1.2 Discuss 
Performance 
Rating 

None 1 day Head of Office 
Concerned 

 1.3 Review 
Performance 
Rating 

 

None 2 days Vice President for 
HR and 

Administration 
Office for HR and 

Administration 

 1.4 Approve 
Performance 
Rating 

 

None 2 days 
 

President and 
CEO 

Office of the 
President & CEO 
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 1.5 Include 
Performance 
Evaluation Form 
in the employee 
File 201 

None 4 hours 
 

HR Assistant 
Office for HR and 

Administration 
 

 TOTAL: None 7 working 
days 

 

 
 

12. Approval of Promotion 
 

It is the Companyôs policy to ñpromote from withinò whenever a qualified 
employee is available. 

 
To ensure the systematic and accurate observance of PPMC Merit Promotion 
Plan which provides: 

1. A promotion system characterized by strict observance of the merit 
principles in the selection of employees for promotion to higher position; 

2. Equal opportunity for advancement to all qualified and competent 
employees; 

3. A judicious and fair adjudication of protests of aggrieved employees 
regarding promotion. 

  
 Office or Division: Office for HR and Administration 
Classification: Highly Technical 
Type of Transaction: G2G ï Government to Government 
Who may avail: All PPMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

PSNL Form 24 ï Individual Assessment 
Form (in triplicate copies) 

Office for HR and Administration 

PSNL Form 25 ï Promotional Line-Up 
Form (in triplicate copies) 

PSNL Form 26 ï Promotional 
Recommendation Form (in triplicate 
copies) 

PSNL Form 27 ï Promotion Protest Form 
(in triplicate copies) 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 1. Prepare Notice of 
Vacant Positions 
and Post the 
vacancy for hiring 
within the 
organization 

None 3 days HR Assistant 
Office for HR and 

Administration 
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2. File Applications for 
Vacant Position  

 
 

2. Consolidate 
intent of 
application and 
resumes 
submitted 

None 1 day HR Assistant 
Office for HR and 

Administration 
 

 
 

2.1 Review 
qualification of 
employees 
based on the 
qualification  

None 1 day HR Officer 
Office for HR and 

Administration 
 

 2.2 Prepare PSNL 
Form 24 and 
PSNL Form 25 

None 1 day HR Officer 
Office for HR and 

Administration 

 2.3 Screen 
Applicants 

 

None 5 days Selection 
Committee 

 

 2.4 Endorse PSNL 
Form 26 

 

None 1 day HR Officer 
Office for HR and 

Administration 

 2.5 Approve PSNL 
Form 26 

 

None 4 hours 
 
 

President and 
CEO 

Office of the 
President & CEO 

 2.6 Prepare 
employment 
agreement and 
PSNL Form 3 

None 4 hours 
 
 

HR Officer 
Office for HR and 

Administration 
 

 2.7 Post Notice of 
Promotion 

 

None 4 hours 
 
 

HR Assistant 
Office for HR and 

Administration 

 2.8 If there is no 
protest, 
recommend 
PSNL Form 3 
for approval of 
the President 
and CEO 

None 1 day Vice President for 
HR and 

Administration 
Office for HR and 

Administration 
 

 2.9 Approves 
employment 
agreement and 
PSNL Form 3 

None 1 day President and 
CEO 

Office of the 
President & CEO 

 2.10 Issue PSNL 
Form 3 to 
promoted 
employee  

None 4 hours 
 

HR Officer 
Office for HR and 

Administration 
 

3. If there is the 
presence of protest to 
the notice of 

3. Evaluation of 
PSNL Form 27 

None 1 day Investigation 
Team 
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promotion, aggrieved 
employee files PSNL 
Form 27 

 3.1 Reviews action 
of protest 

None 1 day President and 
CEO 

Office of the 
President & CEO 

 3.2 Release 
Action/Decision 

None 4 hours 
 
 

Vice President for 
HR and 

Administration 
Office for HR and 

Administration 

 TOTAL: None 18 working 
days and 4 

hours 

 

 

 

13. Approval of Application for Resignation 
 

The Company shall respect the decision of its employees relative to the voluntary 
discontinuance of their employment. 
 
To provide procedures and guidelines for employees who wish to resign. 
 

Office or Division: Office for HR and Administration 
Classification: Simple 
Type of Transaction: G2G ï Government to Government 
Who may avail: All PPMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Application for Resignation (in triplicate 
copies) 

 

PSNL Form 28 ï Clearance Form (in 
triplicate copies) 

Office for HR and Administration 

PSNL Form 29 ï Exit Interview (in 
triplicate copies) 

Office for HR and Administration 

PSNL Form 30 ï Release of Quit Claim (in 
4 copies) 

Office for Finance 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit written 
notice in relation to 
resignation at least 
30 days from its 
effectivity 

1. Endorse to the 
President and 
CEO the notice 
in relation to 
resignation 

None 30 minutes Head of Office 
Concerned 

 1.1 Approve the 
Resignation 

None 1 hour President and 
CEO 
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 Office of the 
President and 

CEO 

 1.2 Issue Memo re: 
requirements in 
relation to 
resignation  

None 1 hour Vice President for 
HR and 

Administration 
Office for HR and 

Administration 

2.   Complete 
requirements in 
relation to 
resignation 

 None 1 day Employees 
Concerned 

 
 

3.   Submit 
Requirements in 
relation to 
resignation 
including PSNL 
Form 28 and PSNL 
Form 29 

3. Compute 
resignation 
benefits 

 

None 4 hours 
 
 

HR Officer 
Office for HR and 

Administration 

4.   Submit to Finance 
the PSNL Form 28 
and the computed 
resignation benefits 

4. Prepare PSNL 
Form 30 

 
 

None 1 hour Finance Manager 
Office for Finance 

5. Sign PSNL Form 30 5. Release 
Resignation 
Benefits  

 

None 30 minutes Finance Manager 
Office for Finance 

 TOTAL: None 2 working 
days 

 

 

 

14. Approval of Application for Retirement 
 

The Company shall provide Retirement Program to bonafide employees. This 
will provide an avenue for the company to give recognition for services rendered 
by employees and at the same time enable the company to comply with the 
provisions of the Labor Laws of the Philippines. 
 

Office or Division: Office for HR and Administration 
Classification: Simple 
Type of Transaction: G2G ï Government to Government 
Who may avail: All PPMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Application for Retirement (in triplicate 
copies) 
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PSNL Form 28 ï Clearance Form (in 
triplicate copies) 

Office for HR and Administration 

PSNL Form 29 ï Exit Interview (in 
triplicate copies) 

Office for HR and Administration 

PSNL Form 30 ï Release of Quit Claim (in 
4 copies) 

Office for Finance 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Submit written 
notice in relation to 
retirement 

1. Endorse to the 
President and 
CEO the notice in 
relation to 
retirement 

None 30 minutes Head of Office 
Concerned 

 1.1 Approve the 
Retirement 

 

None 1 hour President and 
CEO 

Office of the 
President and 

CEO 

 1.2 Issue Memo re: 
requirements in 
relation to 
retirement  

None 1 hour Vice President for 
HR and 

Administration 
Office for HR and 

Administration 

2.   Complete 
requirements in 
relation to 
retirement 

 None 1 day Employees 
Concerned 

3.   Submit 
Requirements in 
relation to 
retirement including 
PSNL Form 28 and 
PSNL Form 29 

3. Compute 
retirement 
benefits 

 

None 4 hours 
 

HR Officer 
Office for HR and 

Administration 

4.   Submit to Finance 
the PSNL Form 28 
and the computed 
retirement benefits 

4. Prepare PSNL 
Form 30 

 
 

None 1 hour Finance Manager 
Office for Finance 

5. Sign PSNL Form 30 5. Release 
Retirement 
Benefits  

None 30 minutes Finance Manager 
Office for Finance 

 TOTAL: None 2 working 
days 
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Office for Human Resources and Administration 

Property and General Services 

   Internal Services 
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1. Issuance of Supplies, Materials, Properties and Equipment 
 

To establish proper procedure in the request for groceries, office supplies and 

materials. 
 

Office or Division: Office for HR and Administration 
Classification: Simple 
Type of Transaction: G2G ï Government to Government 
Who may avail: PPMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Requisition and Issue Slip (RIS) Form - 2 
copies: 1 original, 1 duplicate copy 

Office for HR and Administration 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Secure Requisition 
and Issue Slip (RIS) 
Form 

 

1. Provide the client 
with a briefing on 
the services and 
its requirements 

 
Provide 
Requisition and 
Issue Slip (RIS) 
Form 

None 2 minutes Property Assistant 
Office for HR and 

Administration 

2. Fill out Requisition 
and Issue Slip (RIS) 
Form 
 
Secure approval of 
Head of Office 

2. Review and 
approve RIS 
Form 

None 3 minutes Respective Head 
of Office 

 

3. Submit approved 
RIS Form 

 

3. Receive RIS 
Form and check if 
requested 
supplies and 
materials are 
available in 
PPMC Inventory  

None 2 minutes Property Assistant 
Office for HR and 

Administration  

4. Receive requested 
supplies and 
materials 

4. Inspect the 
supplies and 
materials which 
will be issued 

None 
 

3 minutes Administrative 
Officer 

Office for HR and 
Administration 

 4.1 Issue stocks to 
requisitioner 

None 5 minutes Property Assistant 
Office for HR and 

Administration 

5. Present stock 
issued to the Head 
of Office 

5. Attest the 
veracity of 

None 10 minutes 
 
 

Respective Head 
of Office 
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supplies 
requested 

  

6. Surrender duly 
signed RIS Form to 
the Property 
Assistant for record 
purposes 

6.1 Receive and file 
submitted RIS 
Form 

 
Update list of 
inventory of 
supplies and 
materials 

None 5 minutes Property Assistant 
Office for HR and 

Administration 

 TOTAL: None 30 minutes  

 

 

2. Approval of Repair and Maintenance of Vehicles 
 

To establish proper procedure in the request for repair and maintenance of 

vehicles. 
 

Office or Division: Office for HR and Administration 
Classification: Simple 
Type of Transaction: G2G ï Government to Government  
Who may avail: PPMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Maintenance Job Order Form - 2 copies: 1 
original, 1 duplicate copy 

Office for HR and Administration 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Secure Maintenance 
Job Order Form 

 
 

1. Provide the client 
with a briefing on 
the service and its 
requirements 

    
Issue 
Maintenance Job 
Order Form 
 

None 3 minutes Administrative 
Officer 

Office for HR and 
Administration 

2. Fill-out Maintenance 
Job Order Form 

 
    Submit filled-out 

Maintenance Job 
Order Form 

2. Receive filled-out 
Maintenance Job 
Order Form 

None 3 minutes Administrative 
Officer 

Office for HR and 
Administration 

 2.1 Assess/ analyze 
the vehicle 

None 20 minutes 
 

Driver/Mechanic 
Office for HR and 

Administration  
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 2.1 Prepare 
Certification of 
Pre-repair 
inspection 

 
      Prepare 

Purchase 
Request 

None 30 minutes Driver/Mechanic 
Office for HR and 

Administration  
 
  

 2.2 Determine 
Request if in the 
Annual 
Procurement 
Plan 

None 10 minutes Administrative 
Officer 

Office for HR and 
Administration  

 

 2.3 Procurement 
Process 

None  BAC, BAC 
Secretariat, Vice 
President for HR 

and 
Administration, 
President and 

CEO 

 2.4 Prepare Post-
repair Inspection 
Report 

None 10 minutes Driver/Mechanic 
Office for HR and 

Administration  

 2.5 Prepare Waste 
Material Report 
and Acceptance 
Daily Report 

None 10 minutes Property Assistant 
Office for HR and 

Administration  

 TOTAL: None 1 hour and 26 
minutes 

 

 
 

3. Approval of Request for Use of Vehicles 
 

To establish proper procedure in the request for use of vehicles. 
 

Office or Division: Office for HR and Administration 
Classification: Simple 
Type of Transaction: G2G ï Government to Government  
Who may avail: PPMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Trip Ticket - 1 original 
Travel Order Form - 3 copies: 1 original, 2 
duplicate copy 

Office for HR and Administration 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 
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1.  Secure and fill-out 
Request for Use of 
Vehicle Form 

 
 
 
 
 
 

1. Provide the 
client with a 
briefing on the 
service and its 
requirements 

 
Issue Request 
for Use of 
Vehicle Form 

None 3 minutes 
 
 
 
 
 
 

Administrative 
Officer 

Office for HR and 
Administration  

2. A. If within La Union, 
fill out Vehicle Trip 
Ticket 

 
 
 

B. If outside La 
Union, fill out 
PSNL Form 11 in 
triplicate copies 
and Vehicle Trip 
Ticket 

2. A. Sign duly 
accomplished 
Trip Ticket and 
assign driver 
(within La Union) 

 
2. B. Sign duly 

accomplished 
Trip Ticket and 
PSNL Form 11 
and assign driver 

None 3 minutes Administrative 
Officer 

Office for HR and 
Administration  

 
  

3. Forward filled-out and 
signed PSNL Form 
11 to President and 
CEO 

3. Review and 
approve PSNL 
Form 11 

None 3 minutes President and CEO 
Office for the 

President and CEO  
 
  

4. A. If within La Union 
 
 
 
 

B. If outside La Union 
ï Furnish 1 copy of 
approved PSNL Form 
11 to finance for 
computation of travel 
expenses; 1 copy to 
HR and 
Administration for 
attendance 
monitoring and retain 
1 copy 

4. A. Show Vehicle 
Trip Ticket to 
Guard on duty (if 
within La Union) 

 
4. B. Show vehicle 

trip ticket and 
PSNL Form 11 to 
Guard on duty 

None 3 minutes Driver/Mechanic or 
Driver/Messenger 
Office for HR and 

Administration  

 4.1 Submit 
Certificate of 
Appearance and 
Certificate of 
Travel 
Completed to 

None 3 minutes Driver/Mechanic or 
Driver/Messenger 
Office for HR and 

Administration  
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HR and 
Administration 
upon return 

 4.2 Prepare 
Summary of 
Report of Official 
travels per 
month and 
submit to 
Administrative 
Officer 

None 6 minutes BAC, BAC 
Secretariat, Vice 
President for HR 

and Administration, 
President and CEO 

 TOTAL: None 21 minutes  

 

 

4. Receipt of Supplies, Materials, Properties and Equipment 
 

To establish proper procedure in the receipt of supplies, materials, properties and 
equipment. 

 
Office or Division: Office for HR and Administration 
Classification: Complex 
Type of Transaction: G2G ï Government to Government / G2C ï Government-to-

Citizens / Government-to-Businesses (G2B) 
Who may avail: PPMC Suppliers 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Purchase Order - 3 copies: 1 original, 2 
duplicate copy 
Delivery Receipt - 1 original copy 

Office for HR and Administration 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Deliver the items and 
provide Delivery 
Receipt and a copy of 
the issued Purchase 
Order 

 

1. Check the 
requisites of a 
complete 
Purchase Order 

 
Check the data 
on the Delivery 
Receipt vis-à-vis 
the Purchase 
Order 

None 10 minutes Property Assistant 
Office for HR and 

Administration 

2. Present the 
delivered items 
 
Assist in the 
inspection of 
delivered items 

2. Conduct the 
inspection of 
delivered items 

 
Make notation 
on the Invoice 

None 1 hour  Property Assistant 
Office for HR and 

Administration  
 

End-user 
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3. Receive the 
duplicate copy of 
the noted/ signed 
invoice 

3. Prepare the 
Inspection and 
Acceptance 
Report 

None 30 minutes Property Assistant 
Office for HR and 

Administration  

 3.1 Secure 
signature of the 
end-user, 
Administrative 
Officer and Vice 
President for HR 
and 
Administration in 
the Inspection 
and Acceptance 
Report 

  

None 10 minutes Property Assistant 
Office for HR and 

Administration 
 

End-user 
 

Administrative 
Officer 

Office for HR and 
Administration  

 
Vice President for 

HR and 
Administration 

Office for HR and 
Administration 

 3.2 Provide Office 
for Finance and 
Commission on 
Audit a copy of 
the Inspection 
and Acceptance 
Report 

None 5 minutes 
 
 
 

Property Assistant 
Office for HR and 

Administration 
 
 

 3.3 Update list of 
inventory of 
supplies and 
materials 

 5 minutes 
 

Property Assistant 
Office for HR and 

Administration 

 TOTAL: None 2 hours  

 
 

5. Approval of Request for Gas and Oil 
 

To establish proper procedure in the request for fuel, oil and other services such 
as oil change. 

 
Office or Division: Office for HR and Administration 
Classification: Simple 
Type of Transaction: G2G ï Government to Government  
Who may avail: PPMC Employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Authorization Slip (Gasoline) - 2 copies: 1 
original, 1 duplicate copy 

Office for HR and Administration 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Secure Authorization 
Slip (Gasoline) 

 
 
 
  

1. Provide the client 
with a briefing on 
the service and 
its requirements 

 
Issue 
Authorization 
Slip (Gasoline) 

None 1 minute Administrative 
Officer 

Office for HR and 
Administration  

 
 

2. Fill-out Authorization 
Slip (Gasoline) in 
duplicate copy 

 
 
 
 

2. Assign Slip 
Number and 
input in the 
Logbook of 
Issuance of 
Authorization 
Slips 

 
Sign the duly 
accomplished 
Authorization 
Slip (Gasoline) in 
duplicate copy 

None 3 minutes Administrative 
Officer 

Office for HR and 
Administration  

 
  

3. Receive the original 
copy of the 
Authorization Slip 

3. Issue the signed 
Authorization 
Slip 

 
 File the duplicate 

copy 

None 1 minute Administrative 
Officer 

Office for HR and 
Administration  

 
  

 TOTAL: None 5 minutes  

 

 
6. Preparation and Submission of Annual Inventory Report 
 

To establish proper procedure in the preparation and submission of Annual 
Inventory Report. 

 

Office or Division: Office for HR and Administration 
Classification: Complex 
Type of Transaction: G2G ï Government to Government  
Who may avail: Commission on Audit 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Inventory Report of Previous Year - 3 
original copies 
Monthly Reports on Supplies and 
Materials - 3 original copies 

Office for HR and Administration 
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CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1.  Receive the letter of 
invitation regarding 
the conduct of Annual 
Inventory 

 

1. Prepare a letter 
regarding the 
invitation for the 
scheduled 
Annual Inventory 

 

None 30 minutes Vice President for 
HR and 

Administration 
Office for HR and 

Administration 
 

 1.1 Prepare and 
consolidate the 
Inventory Report 
of Previous Year 
and Monthly 
Reports on 
Supplies and 
Materials 

None 30 minutes Property Assistant 
Office for HR and 

Administration 

2. Attend the Annual 
Inventory  

 

2. Conduct the 
Annual Inventory 

None 5 days  Vice President for 
HR and 

Administration 
Office for HR and 

Administration 
 

Administrative 
Officer 

Office for HR and 
Administration  

 
Property Assistant 
Office for HR and 

Administration  
 

Finance Manager 
Office for Finance 

 2.1 Prepare the 
Report on the 
Physical Count 
of Inventories 
and Report on 
the Physical 
Count of 
Property Plant 
and Equipment 

 

None 1 day Administrative 
Officer 

Office for HR and 
Administration  

 
 

Property Assistant 
Office for HR and 

Administration  
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 2.2 Review the 
Report on the 
Physical Count 
of Inventories 
and Report on 
the Physical 
Count of 
Property Plant 
and Equipment 

None 2 hours Vice President for 
HR and 

Administration 
Office for HR and 

Administration 
 

 2.3 Review the 
Report on the 
Physical Count 
of Inventories 
and Report on 
the Physical 
Count of 
Property Plant 
and Equipment 

None 2 hours Finance Manager 
Office for Finance 

 

 2.4 Review the 
Report on the 
Physical Count 
of Inventories 
and Report on 
the Physical 
Count of 
Property Plant 
and Equipment 

None 2 hours President and CEO 
Office of the 

President and CEO 
 

3. Receive the Report 
on the Physical Count 
of Inventories and 
Report on the 
Physical Count of 
Property Plant and 
Equipment 

3. Provide 
Commission on 
Audit copies of the 
Physical Count of 
Inventories and 
Report on the 
Physical Count of 
Property Plant and 
Equipment 

 1 hour 
 

Property Assistant 
Office for HR and 

Administration 

 TOTAL: None 7 working 
days 

 

 
 

7. Disposal of Waste Materials and Unserviceable Properties (With Value) 
 

To establish proper procedure in the disposal of waste material and unserviceable 
properties. 

 
Office or Division: Office for HR and Administration 
Classification: Highly Technical 
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Type of Transaction: G2G ï Government to Government  
Who may avail: All employees 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Inventory of Items for Disposal - 3 original 
copies 

Office for HR and Administration 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

1. Turn-over 
unserviceable 
properties/waste 
materials to Property 
Assistant. 

 

1. Prepares the 
detailed 
Inventory of 
Items for 
Disposal 

 
Take picture of 
the unserviceable 
properties/ waste 
materials 

None 1 hour Property Assistant 
Office for HR and 

Administration  
 

 1.1 Review the 
detailed 
Inventory of 
Items for 
Disposal 

None 1 hour Administrative 
Officer 

Office for HR and 
Administration  

 
 

 1.2 Provide the 
following data on 
the Inventory of 
Items for 
Disposal: 

 

¶ Unit Cost 

¶ Total Cost 

¶ Accumulated 
Depreciation 

¶ Net Book Value 

None 2 hours Accountant 
Office for Finance 

 
 
  

 1.3 Conduct the 
inspection and 
appraisal 

 
Prepare the 
appraisal report 
 

Submit the 
Disposal 
Program 

None 9 days Disposal Committee 
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 1.4 Review and 
approve the 
Disposal 
Program 

None 1 hour Bids and Awards 
Committee on 

Disposal 

 1.5 Notify COA 
regarding the 
Disposal 
Program 

None 30 minutes Vice President for 
HR and 

Administration 
Office for HR and 

Administration  

 1.6 Conduct the 
bidding 
 

Evaluate the bids  

None 10 days Bids and Awards 
Committee on 

Disposal 

 1.7 Recommend the 
Award 

 

None 30 minutes Bids and Awards 
Committee on 

Disposal 

 1.8 Approve the 
Award 

None 30 minutes President and CEO 
Office of the 

President and CEO 

 1.9 Notify COA and 
Office for 
Finance 
regarding the 
result of bidding 
and date of 
hauling 

None 30 minutes Vice President for 
HR and 

Administration 
Office for HR and 

Administration  
 

 1.10 Receive 
payment of the 
winning bidder 

None 30 minutes Cashier 
Office for Finance 

 

 1.11 Issue 
unserviceable 
properties/ 
waste materials 
to the highest 
bidder 

None 30 minutes Property Assistant 
Office for HR and 

Administration  
 

 TOTAL: None 20 working 
days 

 

 
 

8. Renewal of Insurance for Buildings/ Facilities and Contents 
 

To establish proper procedure in renewal of insurance for building facilities and 
contents. 

 

Office or Division: Office for HR and Administration 
Classification: Complex 
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Type of Transaction: G2G ï Government to Government  
Who may avail: PPMC Management 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Inventory of Items for Insurance - 2 
original copies 

Office for HR and Administration 

CLIENT STEPS AGENCY ACTIONS 
FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 

 1. Prepare the 
following 
requirements for 
the renewal of 
Insurance for 
Buildings/ 
Facilities and 
Contents: 

 

¶ Inventory of 
Buildings/ 
Facilities and 
Contents 
which will be 
insured 

¶ Pictures of 
Buildings/ 
Facilities and 
Contents 
which will be 
insured 

¶ Duly Filled-up 
Property 
Insurance 
Form of GSIS 

¶ Photocopy of 
the previous 
Insurance 
Policy  

None 4 hours Administrative 
Officer 

Office for HR and 
Administration  

 1.1 Review the 
requirements for 
the renewal of 
insurance for 
Buildings/ 
Facilities and 
Contents 

None 1 hour Vice President for 
HR and 

Administration 
Office for HR and 

Administration  
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 1.2 Submit the 
requirements for 
the renewal of 
insurance for 
Buildings/ 
Facilities and 
Contents to GSIS 

None 30 minutes Property Assistant 
Office for HR and 

Administration  
 
 
  

 1.3 Receive the 
Statement of 
Account from 
GSIS and provide 
a copy of 
Statement of 
Account to the 
Office for Finance 

Payment to 
be 

determined 
by GSIS 

30 minutes Property Assistant 
Office for HR and 

Administration  
 

 1.4 Prepare payment 
for the Insurance 
Coverage 

None 1 hour Finance Analyst 
Office for Finance 

 1.5 Pay the Insurance 
Coverage at GSIS 

None 30 minutes Cashier 
Office for Finance 

 1.6 Receive and file 
the Insurance 
Policy 

None 30 minutes Administrative 
Officer 

Office for HR and 
Administration 

 TOTAL: Payment to 
be 

determined 
by GSIS 

1 working day  

 
 

9. Request for Insurance of Vehicles 
 

To establish proper procedure in the insurance of vehicles. 
 

Office or Division: Office for HR and Administration 
Classification: Complex 
Type of Transaction: G2G ï Government to Government  
Who may avail: PPMC Management 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Motor Vehicle Insurance Application 
Form - 1 original copy 

Government Service Insurance System 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 
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 1. Prepare the 
following 
requirements for 
the Insurance of 
Vehicles 

 

¶ Pictures of 
the motor 
vehicle 

¶ Duly Filled-
up Motor 
Vehicle 
Insurance 
Application 
Form of 
GSIS 

¶ Photocopy 
of the 
previous 
Insurance 
Policy, if 
previously 
insured 

¶ Photocopy 
of the 
OR/CR of 
the vehicle 
or Sales 
Invoice for 
brand new 
vehicles 

¶ Photocopy 
of the stencil 
of motor and 
chasis 
number for 
brand new 
vehicles 

None 4 hours Administrative Officer 
Office for HR and 

Administration  

 1.1 Review the 
requirements for 
the insurance of 
vehicles 

None 1 hour 
 

Vice President for HR 
and Administration 
Office for HR and 

Administration  
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 1.2 Submit the 
requirements for 
the insurance of 
vehicles 

None 30 minutes Property Assistant 
Office for HR and 

Administration  
   

 1.3 Receive the 
Statement of 
Account from 
GSIS and 
provide a copy of 
Statement of 
Account to the 
Office for 
Finance 

Payment to 
be 

determined 
by GSIS 

30 minutes Property Assistant 
Office for HR and 

Administration  
 

 1.4 Prepare 
payment for the 
Insurance 
Coverage 

None 1 hour Finance Analyst 
Office for Finance 

 1.5 Pay the 
Insurance 
Coverage at 
GSIS 

None 30 minutes Cashier 
Office for Finance 

 1.6 Receive and file 
the Insurance 
Policy 

None 30 minutes Administrative Officer 
Office for HR and 

Administration 

 TOTAL: Payment to 
be 

determined 
by GSIS 

1 working day  

 
 

10. Request for Registration of Vehicles 
 

To establish proper procedure in the registration of vehicles. 
 

Office or Division: Office for HR and Administration 
Classification: Complex 
Type of Transaction: G2G ï Government to Government  
Who may avail: PPMC Management 

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

LTO Motor Vehicle Registration Form - 1 
original copy 

Land Transportation Office 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO 
BE PAID 

PROCESSING 
TIME 

PERSON 
RESPONSIBLE 



 
 

195 
 

 1. Prepare the 
following 
requirements for 
registration: 

 

¶ Original/ one 
photocopy of 
Certificate of 
Registration (If 
previously 
registered) 

¶ Original LTO 
Copy of 
electronically 
transmitted 
appropriate 
insurance 
Certificate of 
Cover (COC) 

¶ Original duly 
accomplished 
Motor Vehicle 
Inspection 
Report 

¶ Original 
Certificate of 
Emission 
Compliance 

None 5 hours Administrative Officer 
Office for HR and 

Administration  

 1.1 Review the 
requirements for 
the insurance of 
vehicle 

None 
 

1 hour 
 

Vice President for HR 
and Administration 
Office for HR and 

Administration  

 1.2 Submit the 
requirements for 
the registration 
of vehicles 

None 1 hour Property Assistant 
Office for HR and 

Administration   

 1.3 Pay the 
Registration Fee 

Payment to 
be 

determined 
by LTO 

30 minutes Property Assistant 
Office for HR and 

Administration  
 

 1.4 Receive the 
vehicle sticker 

None 30 minutes Property Assistant 
Office for HR and 

Administration  

 TOTAL: Payment to 
be 

determined 
by LTO 

1 working day  
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Office for Human Resources and Administration 

                                   Procurement 

   Internal Services 

 

 

 

 

 

  



 
 

197 
 

1. Procurement of Goods and Services with an Approved Budget 
for the Contract above Php 1 Million through Public Bidding 

 
To establish proper procedure in procurement of goods and services through Public 
Bidding 

 

Office or Division: Office for HR and Administration 
Classification: Highly Technical 
Type of Transaction: G2G ï Government to Government / G2C ï Government-to-Citizens / 

Government-to-Businesses (G2B) 
Who may avail: End-users and Bidders  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Client: End-User 
 

1. Board Resolution approving the 
Public Bidding of the Contract 

2. Complete Bidding Documents 
including Technical Specifications 

 
Client: Bidders 
 
Eligibility Documents 

 
Class ñAò Documents 

 
1. PhilGEPS Certificate of 

Registration and Membership 
 

2. Statement of all its ongoing 
government and private contracts, 
including contracts awarded but not 
yet started, if any, whether similar 
or not similar in nature and 
complexity to the contract to be bid; 
and 

 
3. Statement of the Bidderôs SLCC 

similar to the contract to be bid, in 
accordance with ITB Clause 5.4, 
within the relevant period as 
provided in the BID DATA SHEET. 

The two statements required shall 
indicate for each contract the 

 
 
To be provided by the End-user to the Office for HR 
and Administration 
 
 
 
 
 
To be provided by the Bidder to the Bids and Awards 
Committee 
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following: name of the contract; date 
of the contract; contract duration; 
ownerôs name and address; kinds of 
Goods; 

For Statement of Ongoing Contracts 
amount of contract and value of 
outstanding contracts; 

 
For Statement of SLCC - amount of 
completed contracts, adjusted by the 
Bidder to current prices using PSAôs 
consumer price index, if necessary 
for the purpose of meeting the SLCC 
requirement; date of delivery; and 
end userôs acceptance or official 
receipt(s) or sales invoice issued for 
the contract, if completed, which 
shall be attached to the statements. 

 
4. NFCC computation in accordance 

with ITB Clause 5.5 or a committed 
Line of Credit from a universal or 
commercial bank. 

 
Class ñBò Document: 
 

1. If applicable, the Joint Venture 
Agreement (JVA) in case the 
j o i n t  venture is already in 
existence, or duly notarized 
statements from all the potential 
joint venture partners in 
accordance with Section 23.1(b) of 
the IRR. 

 
Technical Documents: 

1. Bid security 

 
If the Bidder opts to submit the bid 
security in the form of: 

 
a bank draft/guarantee or an 
irrevocable letter of credit issued by 
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a foreign bank, it shall be 
accompanied by a confirmation from 
a Universal or Commercial Bank; or 
 
a surety bond, it shall be 
accompanied by a certification by 
the Insurance Commission that the 
surety or insurance company is 
authorized to issue such 
instruments; 

 
2. Conformity with technical 

specifications, as enumerated and 
specified in Sections VI and VII of 
the Bidding Documents; and 
 

3. Sworn statement in accordance 
with Section 25.3 of the IRR of RA 
9184 and using the form prescribed 
in Section VIII. Bidding Documents 

 
4. For foreign bidders claiming 

eligibility by reason of their 
countryôs extension of reciprocal 
rights to Filipinos, a certification 
from the relevant government office 
of their country stating that Filipinos 
are allowed to participate in their 
government procurement activities 
for the same item or product. 
 

Documents Comprising the Bid: 

Financial Component 

1. Financial Bid Form, which includes 
bid prices and the applicable Price 
Schedules, in accordance with ITB 
Clauses 15.1 and 15.4. 

2. If the Bidder claims preference as 
a Domestic Bidder, a certification 
from the DTI issued in accordance 
with ITB Clause 27, unless 
otherwise provided in the BID 
DATA SHEET; and 
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3. Any other document related to the 
financial component of the bid as 
stated in the BID DATA SHEET 

 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESSING 

TIME 

PERSON 
RESPONSIB

LE 

1. Client: End-user 
 
Provide the following 
requirements for the 
conduct of pre-
procurement: 
 

¶ Board 
Resolution 
approving the 
Public Bidding 
of the Contract 

¶ Complete 
Bidding 
Documents 
including 
Technical 
Specifications 

1. Conduct Pre-
procurement 
Conference 

 

None 1 day Bids and 
Awards 

Committee 
 

Technical 
Working 
Group 

 
End-user 

Unit 
 

BAC 
Secretariat 

 
 

2. Client: End-user 
 
Provide the final and 
complete Bidding 
Documents including 
Technical 
Specifications approved 
during the Pre-
procurement 
Conference 

2. Post Invitation to 
Bid in the 
PhilGEPS, 
PPMC Website 
and Bulletin 
Board 

None 7 Calendar 
Days 

BAC 
Secretariat 
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3. Client: Bidders 
 

Pay the required fees 
for the Bidding 
Documents 

3. Issue Bidding 
Documents 

Approved 
Budget for the 

Contract in PhP 

Maximum Cost 
of Bidding 

Documents in PhP 

500,000 and 

below 

500.00 

More than 
500,000 up to 1 

Million 

1,000.00 

More than 1 
Million up to  5 

Million  

5,000.00 

More than 5 
Million up to 10 

Million 

10,000.00 

More than 10 
Million up to 50 

Million 

25,000.00 

More than 50 
Million up to 500 

Million 

50,000.00 

More than 500 
Million 

75,000.00 

 

30 minutes BAC 
Secretariat 

 

4. Client: Bidders 
 
Attend the Pre-Bid 
Conference 
 

4. Conduct Pre- Bid 
Conference 

 

None 1 day Bids and 
Awards 

Committee 
 

Technical 
Working 
Group 

 
End-user 

Unit 
 

BAC 
Secretariat 

 
Observers 

 
Prospective 

Bidders 

5. Client: Bidders 
 

Inquire or secure 
Supplemental/Bid 
Bulletin(s), if any 

5. Upload Minutes 
of the Pre-bid 
Conference at 
the PPMC 
Website 

 
Prepare and 
upload 
Supplemental/ 
Bid Bulletin at 
PPMC Website, 
PhilGEPS and 
Post at Bulletin 
Boards, if any 

None 1 day Bids and 
Awards 

Committee 
 
 

BAC 
Secretariat 
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6. Client: Bidders 
 

Submit Bid Envelope 

6. Receive the Bid 
Envelope 

 
Opening of the 
Technical 
Proposal and 
Evaluation  

 
Opening and 
Evaluation of 
Financial Proposal 

None 1 day Bids and 
Awards 

Committee 
 

Technical 
Working 
Group 

 
BAC 

Secretariat 
 

Observers 
 

Prospective 
Bidders 

7. Client: Bidders 
 
Receive the notification 

7. Notify all the 
bidders who 
submitted their 
bid proposals 

None 1 day BAC 
Secretariat 

8. Client: Bidders 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Receive the Notice 
 
 
 
 
Receive the Notice 
 
 
 
 
 

8. Conduct Bid 
Evaluation and 
determine 
Lowest 
Calculated Bid 
(LCB) or Single 
Calculated Bid 
(SCB) 

 
Determine the 
Lowest 
Calculated Bid 

 
Approval of the 
Lowest 
Calculated Bid 

 
Issue Notice 
regarding the 
result of Bid 
Evaluation 

 
Issue Notice to 
the LCB or SCB 
to submit 
documentary 
requirements for 
Post-qualification 

None 1 day 
 
 
 

Bids and 
Awards 

Committee 
 

Technical 
Working 
Group 

 
BAC 

Secretariat 
 

Observers 
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9. Client: Bidders 
 
Submit documentary 
requirements for the 
conduct of Post-
qualification 

9. Conduct Post-
qualification 

 
 

None 2 days Bids and 
Awards 

Committee 
 

Technical 
Working 
Group 

 
Observers 

 9.1 Discuss the 
result of the 
Post-qualification 

 
Submit 
Recommendation 
to the Head of 
Procuring Entity 
(HOPE) the 
Approval of the 
Notice of Award 

None 1 day Bids and 
Awards 

Committee 
 

Technical 
Working 
Group 

 
Observers 

10. Client: Bidders 
 
Sign conformity on the 
Notice of Award  

10. Issue the 
approved 
Notice of 
Award 

None  1 day BAC 
Secretariat 

11. Client: Bidders 
 
Submit the posted 
Performance Security  

11. Receive the 
posted 
Performance 
Security 

 
Prepare the 
Notice of 
Proceed and 
Contract 

None 1 day BAC 
Secretariat 

12. Client: Bidders 
 
Sign conformity on the 
Notice to Proceed and 
enter into a contract 

12. Issue the Notice 
to Proceed and 
Contract 

None 1 day BAC 
Secretariat 

 12.1 Post a copy of 
the Notice of 
Award, Notice 
to Proceed and 
Approved 
Contract at the 
PhilGEPS and 
PPMC Website 

 

None 1 day BAC 
Secretariat 

 TOTAL: Approved 
Budget for the 

Contract in PhP 

Maximum Cost 
of Bidding 

Documents in PhP 

Minimum of 26 
Calendar Days; 
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500,000 and 

below 

500.00 

More than 
500,000 up to 1 

Million 

1,000.00 

More than 1 
Million up to  5 

Million  

5,000.00 

More than 5 
Million up to 10 

Million 

10,000.00 

More than 10 
Million up to 50 

Million 

25,000.00 

More than 50 
Million up to 500 

Million 

50,000.00 

More than 500 
Million 

75,000.00 

 

Maximum of 136 
Calendar Days 

pursuant to Annex 
ñCò of the 2016 

Revised IRR of RA 
9184 

Justification/ Legal 
Basis of the 

Processing Time: 
The processing 

time is pursuant to 
Republic Act No. 

9184 and its 
Revised IRR 

 
 

2. Procurement of Infrastructure Projects with an Approved Budget for the 
Contract above Php 1 Million through Public Bidding 
 
To establish proper procedure in procurement of Infrastructure Projects through Public 
Bidding 

 

Office or Division: Office for HR and Administration 
Classification: Highly Technical 
Type of Transaction: G2G ï Government to Government / G2C ï Government-to-Citizens / 

Government-to-Businesses (G2B) 
Who may avail: End-users and Bidders  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Client: End-User 
 

1. Board Resolution approving the 
Public Bidding of the Contract 

2. Complete Bidding Documents 
including Detailed Engineering 
Design 

 
Client: Bidders 
 
Eligibility Documents 

 
Class ñAò Documents 

 
1. PhilGEPS Certificate of Registration 

and Membership in accordance 
with Section 8.5.2 of the IRR, 
except for foreign bidders 
participating in the procurement by 
a Philippine Foreign Service Office 

 
 
To be provided by the End-user to the Office for HR 
and Administration 
 
 
 
 
To be provided by the Bidder to the Bids and Awards 
Committee 
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or Post, which shall submit their 
eligibility documents under Section 
23.1 of the IRR, provided, that the 
winning bidder shall register with 
the PhilGEPS in accordance with 
section 37.1.4 of the IRR. 
 

2. Statement of all its ongoing 
government and private contracts, 
including contracts awarded but not 
yet started, if any, whether similar 
or not similar in nature and 
complexity to the contract to be bid; 
and 

 
3. Statement of the Bidderôs SLCC 

similar to the contract to be bid, in 
accordance with ITB Clause 5.4, 
within the relevant period as 
provided in the BID DATA SHEET. 

 
The two statements required shall 
indicate for each contract the 
following: name of the contract; date 
of the contract; contract duration; 
ownerôs name and address; nature of 
work; contractorôs role (whether sole 
contractor, subcontractor, or partner 
in a JV) and percentage of 
participation; total contract value at 
award; date of completion or 
estimated completion time; total 
contract value at completion, if 
applicable; percentages of planned 
and actual accomplishments, if 
applicable; and value of outstanding 
works, if applicable. 

 
The statement of the Bidderôs SLCC 
shall be supported by the Notice of 
Award and/or Notice to Proceed, 
Project Ownerôs Certificate of Final 
Acceptance issued by the Owner 
other than the Contractor or the 
Constructors Performance Evaluation 
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System (CPES) Final Rating, which 
must be at least satisfactory. In case 
of contracts with the private sector, an 
equivalent document shall be 
submitted;  

 
Unless otherwise provided in the BID 
DATA SHEET, a valid special PCAB 
License in case of joint ventures, and 
registration for the type and cost of 
the contract for this Project; and 

  
4. NFCC computation in accordance 

with ITB Clause 5.5  
 

Class ñBò Document: 
 
1. If applicable, Joint Venture 

Agreement (JVA) in accordance with 
RA 4566. 

If applicable, the Joint Venture 
Agreement (JVA) in case the joint 
venture is already in existence, or duly 
notarized statements from all the 
potential joint venture partners in 
accordance with Section 23.1(b) of 
the IRR. 
 

Technical Documents: 

1. Bid security 

 
If the Bidder opts to submit the bid 
security in the form of: 

 
a bank draft/guarantee or an 
irrevocable letter of credit issued by 
a foreign bank, it shall be 
accompanied by a confirmation from 
a Universal or Commercial Bank; or 
 
a surety bond, it shall be 
accompanied by a certification by 
the Insurance Commission that the 
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surety or insurance company is 
authorized to issue such 
instruments; 

 
2. Conformity with technical 

specifications, as enumerated and 
specified in Sections VI and VII of 
the Bidding Documents; and 
 

3. Sworn statement in accordance 
with Section 25.3 of the IRR of RA 
9184 and using the form prescribed 
in Section VIII. Bidding Documents 

 
4. For foreign bidders claiming 

eligibility by reason of their 
countryôs extension of reciprocal 
rights to Filipinos, a certification 
from the relevant government office 
of their country stating that Filipinos 
are allowed to participate in their 
government procurement activities 
for the same item or product. 
 

Documents Comprising the Bid: 

Financial Component 

 

Unless otherwise stated in the BID DATA 

SHEET, the financial component of the 

bid shall contain the following: 

1. Financial Bid Form, which includes 
bid prices and the applicable Price 
Schedules, if the Bidder claims 
preference as a Domestic Bidder, 
a certification from the DTI; 
 

2. Any other document related to the 
financial component of the bid as 
stated in the BID DATA SHEET. 

 

CLIENT STEPS AGENCY ACTIONS FEES TO BE PAID 
PROCESSING 

TIME 

PERSON 
RESPONSIB

LE 



 
 

208 
 

1.  Client: End-user 
 
Provide the following 
requirements for the 
conduct of pre-
procurement: 
 

¶ Board Resolution 
approving the 
Public Bidding of 
the Contract 

¶ Complete Bidding 
Documents 
including Technical 
Specifications 

1. Conduct Pre-
procurement 
Conference 

 

None 1 day Bids and 
Awards 

Committee 
 

Technical 
Working 
Group 

 
End-user 

Unit 
 

BAC 
Secretariat 

 
 

2. Client: End-user 
 
Provide the final and 
complete Bidding 
Documents including 
Technical 
Specifications 
approved during the 
Pre-procurement 
Conference 
 

2. Post Invitation to 
Bid in the 
PhilGEPS, PPMC 
Website and 
Bulletin Board 

None 7 Calendar 
Days 

BAC 
Secretariat 

 

3. Client: Bidders 
 

Pay the required fees 
for the Bidding 
Documents 

3. Issue Bidding 
Documents 

Approved 
Budget for the 

Contract in PhP 

Maximum Cost 
of Bidding 

Documents in PhP 

500,000 and 

below 

500.00 

More than 
500,000 up to 1 

Million 

1,000.00 

More than 1 
Million up to  5 

Million  

5,000.00 

More than 5 
Million up to 10 

Million 

10,000.00 

More than 10 
Million up to 50 

Million 

25,000.00 

More than 50 
Million up to 500 

Million 

50,000.00 

More than 500 
Million 

75,000.00 

 

30 minutes BAC 
Secretariat 

 

4. Client: Bidders 
 
Attend the Pre-Bid 
Conference 
 

4. Conduct Pre- Bid 
Conference 

 

None 1 day Bids and 
Awards 

Committee 
 

Technical 
Working 
Group 
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End-user 
Unit 

 
BAC 

Secretariat 
 

Observers 
 

Prospective 
Bidders 

5. Client: Bidders 
 

Inquire or secure 
Supplemental/Bid 
Bulletin(s), if any 

5. Upload Minutes of 
the Pre-bid 
Conference at the 
PPMC Website 

 
Prepare and 
upload 
Supplemental/ Bid 
Bulletin at PPMC 
Website, 
PhilGEPS and 
Post at Bulletin 
Boards, if any 

None 1 day Bids and 
Awards 

Committee 
 
 

BAC 
Secretariat 

 

6. Client: Bidders 
 

Submit Bid Envelope 

6. Receive the Bid 
Envelope 

 
Opening of the 
Technical Proposal 
and Evaluation  
 
Opening and 
Evaluation of 
Financial Proposal 

None 1 day Bids and 
Awards 

Committee 
 

Technical 
Working 
Group 

 
BAC 

Secretariat 
 

Observers 
 

Prospective 
Bidders 

7. Client: Bidders 
 
Receive the 
notification 

7. Notify all the 
bidders who 
submitted their bid 
proposals 

None 1 day BAC 
Secretariat 

8. Client: Bidders 
 
 
 
 

8. Conduct Bid 
Evaluation and 
determine Lowest 
Calculated Bid 
(LCB) or Single 

None 1 day 
 
 
 

Bids and 
Awards 

Committee 
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Receive the Notice 
 
 
 
 
Receive the Notice 
 
 
 

Calculated Bid 
(SCB) 

 
Determine the 
Lowest Calculated 
Bid 
 
Approval of the 
Lowest Calculated 
Bid 
 
Issue Notice 
regarding the result 
of Bid Evaluation 
 
Issue Notice to the 
LCB or SCB to 
submit documentary 
requirements for 
Post-qualification 

Technical 
Working 
Group 

 
BAC 

Secretariat 
 

Observers 
 

9. Client: Bidders 
 
Submit documentary 
requirements for the 
conduct of Post-
qualification 

9. Conduct Post-
qualification 

 
 

None 2 days Bids and 
Awards 

Committee 
 

Technical 
Working 
Group 

 
Observers 

 9.1 Discuss the result 
of the Post-
qualification 

 
Submit 
Recommendation 
to the Head of 
Procuring Entity 
(HOPE) the 
Approval of the 
Notice of Award 

None 1 day Bids and 
Awards 

Committee 
 

Technical 
Working 
Group 

 
Observers 

10. Client: Bidders 
 
 
Sign conformity on the 
Notice of Award  

10. Issue the 
approved Notice 
of Award 

None  1 day BAC 
Secretariat 



 
 

211 
 

11. Client: Bidders 
 
Submit the posted 
Performance Security  

11. Receive the 
posted 
Performance 
Security 

 
Prepare the 
Notice of Proceed 
and Contract 

None 1 day BAC 
Secretariat 

12. Client: Bidders 
 
Submit the following 
supporting documents 
of the contract: 
 

¶ Construction 
Schedule and S-
Curve 

¶ Manpower 
Schedule 

¶ Construction 
Methods 

¶ Equipment 
utilization schedule 

¶ Construction 
Safety and health 
program approved 
by DOLE 

¶ PERT/CPM of 
other acceptable 
tools of project 
scheduling for 
infrastructure 
projects 

 
Sign conformity on the 
Notice to Proceed and 
enter into a contract 

12. Issue the Notice 
to Proceed and 
Contract 

None 1 day BAC 
Secretariat 

 12.1 Post a copy of 
the Notice of 
Award, Notice to 
Proceed and 
Approved 
Contract at the 
PhilGEPS and 
PPMC Website 

None 1 day BAC 
Secretariat 

 TOTAL: Approved 
Budget for the 

Contract in PhP 

Maximum Cost 
of Bidding 

Documents in PhP 

500,000 and 

below 

500.00 

Minimum of 26 
Calendar Days; 

Maximum of 141 or 
156 Calendar Days 
pursuant to Annex 
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More than 
500,000 up to 1 

Million 

1,000.00 

More than 1 
Million up to  5 

Million  

5,000.00 

More than 5 
Million up to 10 

Million 

10,000.00 

More than 10 
Million up to 50 

Million 

25,000.00 

More than 50 
Million up to 500 

Million 

50,000.00 

More than 500 
Million 

75,000.00 

 

ñCò of the 2016 
Revised IRR of RA 

9184 
 

Justification/ Legal 
Basis of the 

Processing Time: 
The processing 

time is pursuant to 
Republic Act No. 

9184 and its 
Revised IRR 

 
 

3. Procurement of Consulting Services with an Approved Budget for the 
Contract above Php 1 Million through Public Bidding 

 
To establish proper procedure in procurement of Consulting Services through Public Bidding 

 
Office or Division: Office for HR and Administration 
Classification: Highly Technical 
Type of Transaction: G2G ï Government to Government / G2C ï Government-to-Citizens / 

Government-to-Businesses (G2B) 
Who may avail: End-users and Bidders  

CHECKLIST OF REQUIREMENTS WHERE TO SECURE 

Client: End-User 
 

1. Board Resolution approving the 
Public Bidding of the Contract 

2. Complete Bidding Documents 
including Terms of Reference 

 
Client: Bidders 
 
Eligibility Documents 
 
The following eligibility requirements, 
together with the Eligibility Documents 
Submission Form, shall be submitted: 
 
Class ñAò Documents 
 
Legal Documents 

 
1. PhilGEPS Certificate of Registration 

and Membership  
 

 
 
To be provided by the End-user to the Office for HR 
and Administration 
 
 
 
 
 
To be provided by the Bidder to the Bids and Awards 
Committee 
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Technical Documents 
 

1. Statement of the prospective bidder 
of all its ongoing and completed 
government and private contracts, 
including contracts awarded but not 
yet started, if any, whether similar 
or not similar in nature and 
complexity to the contract to be bid, 
within the relevant period provided 
in the ELIGIBILITY DATA SHEET. 
The statement shall include, for 
each contract, the following: the 
name and location of the contract; 
date of award of the contract; type 
and brief description of consulting 
services; consultantôs role (whether 
main consultant, subconsultant, or 
partner in a JV) amount of contract; 
contract duration; and certificate of 
satisfactory completion or 
equivalent document specified in 
the ELIGIBILITY DATA SHEET 
issued by the client, in the case of a 
completed contract; 

 
2. Statement of the consultant 

specifying its nationality and 
confirming that those who will 
actually perform the service are 
registered professionals authorized 
by the appropriate regulatory body 
to practice those professions and 
allied professions in accordance 
with Clause 1.2, including their 
respective curriculum vitae. 

 
Class ñBò Document: 
 

1. If applicable, the Joint Venture 
Agreement (JVA) in case the joint 
venture is already in existence, or 
duly notarized statements from all 
the potential joint venture partners 
in accordance with Section 24.1(b) 
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of the IRR of RA 9184. 
 

Documents Comprising the Bid:Technical 
Proposal 
 

1. Technical Proposal Submission 
Form shall be the cover letter of 
the Technical Proposal, using the 
form prescribed in Section VII. 
Bidding Forms (TPF 1). 
 

2. Bid security 
 

If the bidder opts to submit the bid 
security in the form of: 
 
a bank draft/guarantee or an 
irrevocable Letter of Credit issued 
by a foreign bank, it shall be 
accompanied by a confirmation 
from a Universal or Commercial 
Bank; or 
 
a surety bond accompanied by a 
certification coming from the 
Insurance Commission that the 
surety or insurance company is 
authorized to issue such 
instrument. 

 
Information indicated in the 
paragraphs below must be 
provided by the Consultant and 
each partner and/or subconsultant, 
if any, following the formats 
described in the Technical 
Proposal Forms: 

 
3. A brief description of the 

organization and outline of recent 
experience of the Consultant and 
each partner and/or subconsultant 
on projects of a similar and related 
nature. For each project, the outline 
should indicate inter alia, the 



 
 

215 
 

project, contract amount and the 
Consultantôs involvement. 
Information should be provided only 
for those projects for which the 
Consultant was legally contracted 
by itself or as one of the major 
participating consultants within an 
association. Whenever applicable, 
the experience of individual experts 
from projects completed 
independently or when associated 
with consultants other than the one 
with whom the individual is currently 
associated with cannot be claimed 
as the experience of the current 
consultant or any one of its partners 
and/or subconsultants, but can be 
claimed by the individuals 
themselves in their CVs. 
Consultants should be prepared to 
substantiate the claimed experience 
if so requested by the Procuring 
Entity. 
 

4. Comments, if any, on the TOR to 
improve performance in carrying 
out the Project. Innovativeness 
shall be appreciated, including 
workable suggestions that could 
improve the quality/effectiveness of 
the Project. In this regard, unless 
the Consultant clearly states 
otherwise, it shall be assumed by 
the Procuring Entity that work 
required to implement any such 
improvements, are included in the 
inputs shown on the Consultantôs 
Staffing Schedule. It shall include a 
list of facilities requested by the 
Consultant to be provided by the 
Procuring Entity, if any, in addition 
to those shown on the Data Sheet 
that may include support facilities 
such as: counterpart staff, office 
space, local transportation, 
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equipment, domestic administrative 
support, etc. that would be needed 
to carry out the project. 
 

5. A concise, complete, and logical 
description of how the Consultantôs 
team shall carry out the services to 
meet all requirements of the TOR 
using TPF 4. Description of the 
Methodology and Work Plan for 
Performing the Project. 
 

6. An organizational chart of  the key  
and support staff indicating their 
tasks and relationships amongst the 
Consultant and any partner and/or 
subconsultant the Procuring Entity, 
the Funding Source and the GoP, 
and other parties or stakeholders, if 
any, involved in the project using 
TPF 5. Team Composition and 
Task. 
 

7. The name, age, nationality, 
background employment record, 
and professional experience of each 
nominated expert including ongoing  
projects, with particular reference to 
the type of experience required for 
the tasks assigned should be 
presented in the CV. Only one duly 
notarized CV  for each consultant 
involved in the Project may be 
submitted for each position. 

 
The Procuring Entity requires that 
each expert confirm that the content 
of his/her CV is correct and the 
experts themselves should sign the 
certification of the CV. In addition, 
the expert should submit a signed 
written commitment stating that the 
expert shall work for the Project 
once awarded the contract. A zero 
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rating shall be given to a nominated 
expert if the expert: is proposed for a 
domestic position but is not a 
Filipino citizen; failed to state 
nationality on the CV; or the CV is 
not signed in accordance with 
paragraph (v) above. 

 
8. A Time Schedule indicating clearly 

 
A work plan showing in graphical 
format (bar chart) the timing of major 
activities, anticipated coordination 
meetings, and deliverables such as 
reports required under the TOR 
using TPF 8. Activity (Work) 
Schedule. 
 

9. Sworn statement in accordance 
with Section 25.3 of the IRR of RA 
9184 and using the prescribed form. 

 
Documents Comprising the Bid: Financial 
Proposal 
 

1. The Financial Proposal requires 
completion of six (6) forms, particularly, 
FPF 1, FPF 2, FPF 3, FPF 4, FPF 5, 
and FPF 6. 

CLIENT STEPS 
AGENCY 
ACTIONS 

FEES TO BE PAID 
PROCESSING 

TIME 

PERSON 
RESPONSIB

LE 

1.  Client: End-user 
 
Provide the following 
requirements for the 
conduct of pre-
procurement: 
 

¶ Board 
Resolution 
approving the 
Public Bidding 
of the Contract 

¶ Complete 
Bidding 

1. Conduct Pre-
procurement 
Conference 

 

None 1 day Bids and 
Awards 

Committee 
 

Technical 
Working 
Group 

 
End-user 

Unit 
 

BAC 
Secretariat 
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Documents 
including 
Technical 
Specifications 

 

2. Client: End-user 
 
Provide the final and 
complete Bidding 
Documents including 
Technical 
Specifications approved 
during the Pre-
procurement 
Conference 

2. Post Invitation to 
Bid in the 
PhilGEPS, 
PPMC Website 
and Bulletin 
Board 

None 7 Calendar 
Days 

BAC 
Secretariat 

 

3. Client: Bidders 
 

Pay the required fees 
for the Bidding 
Documents 

3. Issue Bidding 
Documents 

Approved 
Budget for the 

Contract in PhP 

Maximum Cost 
of Bidding 

Documents in PhP 

500,000 and 

below 

500.00 

More than 
500,000 up to 1 

Million 

1,000.00 

More than 1 
Million up to  5 

Million  

5,000.00 

More than 5 
Million up to 10 

Million 

10,000.00 

More than 10 
Million up to 50 

Million 

25,000.00 

More than 50 
Million up to 500 

Million 

50,000.00 

More than 500 
Million 

75,000.00 

 

30 minutes BAC 
Secretariat 

 

4. Client: Bidders 
 
Attend the Pre-Bid 
Conference 
 

4. Conduct Pre- Bid 
Conference 

 

None 1 day Bids and 
Awards 

Committee 
 

Technical 
Working 
Group 

 
End-user 

Unit 
 

BAC 
Secretariat 

 
Observers 

 
Prospective 

Bidders 

5. Client: Bidders 
 

5. Upload Minutes 
of the Pre-bid 
Conference at 

None 1 day Bids and 
Awards 

Committee 
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Inquire or secure 
Supplemental/Bid 
Bulletin(s), if any 

the PPMC 
Website 

 
Prepare and 
upload 
Supplemental/ 
Bid Bulletin at 
PPMC Website, 
PhilGEPS and 
Post at Bulletin 
Boards, if any 

 
 

BAC 
Secretariat 

 

6. Client: Bidders 
 

Submit Bid Envelope 

6. Receive the Bid 
Envelope 

 
Opening of the 
Technical 
Proposal and 
Evaluation  
 
Opening and 
Evaluation of 
Financial 
Proposal 
 
Evaluation 
should be done 
through the use 
of Quality-Based 
Evaluation 
Procedure or 
Quality-Cost 
Based 
Evaluation 
Procedure 

None 1 day Bids and 
Awards 

Committee 
 

Technical 
Working 
Group 

 
BAC 

Secretariat 
 

Observers 
 

Prospective 
Bidders 

 

7. Client: Bidders 
 
Receive the notification 

7. Notify all the 
bidders who 
submitted their 
bid proposals 

None 1 day BAC 
Secretariat 

8. Client: Bidders 
 
 
 
 
 
 
 
 

8. Conduct Bid 
Evaluation 

 
Evaluation 
should be done 
through the use 
of Quality-Based 
Evaluation 
Procedure or 

None 1 day 
 
 
 

Bids and 
Awards 

Committee 
 

Technical 
Working 
Group 

 




